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GF builds up his CF* 


* CONFIDENCE FACTOR 


This fine chair —the GF COMFORT MASTER JUNIOR 
—adds prestige to the junior executive’s job 


A handsome GF Comfort Master Junior 
chair does more than harmonize with 
modern office surroundings. It helps to 
step up the morale of the junior exec- 
utive...to give him a feeling of confi- 
dence so necessary to a young man on 
the way up. 


Equally important 1s the comfort of the 
Comfort Master Junior. ..a chair de- 
signed for good posture as well as seat- 
ing ease. Built of strong, welded alu- 
minum, cushioned with foam rubber, 
the Comfort Master Junior has five 
adjustments to “‘tailor-fit” any man. 


Another important feature is the long- 
term economy of this fine chair. Al- 
though it may be slightly higher in 
first cost than run-of-the-mill office 
chairs, it will outlast them by a matter 
of years... and keep its handsome ap- 
pearance even longer. 


Find out for yourself what a relatively 
insignificant investment can do for your 
junior executives and for your com- 
pany’s over-all efficiency as well. Call 
the nearest GF distributor or write The 
General Fireproofing Company, Dept. 
M-28, Youngstown 1, Ohio. 


Good metal business furniture is a good investment 


(Circle 428 for more informatior 
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DUAL-ACTION COMPTOMETER: 


The flick of a finger makes 
two machines out of one — 
one to calculate, the other to 
accumulate. Accuracy assured 
with 3-way Error Control — 
sight, sound and touch. Call 


your Comptometer representative. 


COMPTOMETER ADDING-CALCULATING MACHINES 

are made only by Felt & Tarrant Manufacturing Co., 
and sold exclusively by its Comptometer Division, 
1712 N. Paulina St., Chicago 22, Ill. Offices in 
principal U. S. cities and throughout the world. 


Electric and non-electric models 


(Circle 415 for more information) 








Klectrifying 


Announcement! 





For 21 years, IBM has been making the finest 
typewriters in the world! 
And now two new model IBM Electrics are ready for 


you—the new Standard and the new Executive *! 





These new IBM’s have exciting new features 
never before available on any typewriter! 

And the work anyone Can turn out is so fine 
that every letter is a masterpiece of typing! 

You can get all the facts about these beautifully- 
designed IBM’s by writing to: 


IBM INTERNATIONAL BUSINESS MACHINES, DEPT. MA 
e V V 590 Madison Ave., New York 22, N. Y. 
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Electric ‘Typewriter 


(Circle 401 for more information) 








$tax tipss 


Which bad debts are 
legitimate tax deductions 





rHE AUTHOR: N. R. Caine, editor 
of the widely syndicated news- 
paper column, “Tax Pointers,” 
holds a C.P.A. certificate in New 
York, New Jersey, Pennsylvania 
and California. He ts a senior part- 
ner in the firm bearing his name. 
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tion for bad debts is one of the most 
valuable deductions in the income tax 
law. Its effect is to permit a taxpayer to 
recoup in part, at least, the economic 
loss that he has suffered from a_ bad 
loan. It does this by permitting him 
a tax deduction for the amount ol 
his loss. This feature makes an under- 
standing of the various rules, which ap- 
ply to the “bad debt” deduction, an im 
portant part of every taxpayer's know! 
edge of the income tax law. 

If a taxpayer lends money to an indi 
vidual or other entity, and the loan 
goes bad due to the bankruptcy or in 
solvency of the debtor, the taxpayer is 
entitled to claim a deduction for the re 
sulting loss. As to what form this de- 
duction will take depends upon the 
nature of the loan. ‘There are two pos 
sible situations: 

1. Business bad debts.—The losses 

that a taxpayer sustains in connec- 
tion with his business loans (those 
which he makes in connection with 
his trade or business), represent full 
and unrestricted deductions from his 
taxable income. 

2. Non-business bad  debts.—The 
losses that a taxpayer sustains in con- 
nection with his non-business loans 

(not incurred in his trade or busi 

ness) are also deductible, but only as 

restricted short-term capital losses. 

A common example of the first type 
of bad debt is a worthless trade account 
receivable; of the second type, a loan 
to a friend or relative. 

The Tax Court recently made ce! 
tain statements about the deduction for 
bad debts which are interesting for 
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their precise analysis of three of the 
basic aspects of this important deduc- 
tion. ‘These may be presented in ed- 
ited form in the following language: 
1. The 
debt deduction must show that both 
he and the person to whom he lent 
the money intended to create a debt- 


taxpayer who claims a bad 


or-creditor status. 
2. He 
debt, in fact, existed; that is, he had 


must secondly show that a 


a legally enforceable obligation 


against his debtor. 
3. He must finally show that the re- 
payment of the obligation was not 
that his 


debtor was under an unconditional 


subject to a contingency; 


obligation to repay it. 


The facts which elicited these com- 


ments may be briefly stated in the fol- 
lowing terms: 

The taxpayer lent certain sums to 
his wife in order that she might 
obtain control of a magazine for 
which she had worked for many 
years. It was agreed between 
them that his wife need not repay 
the loan to him unless the maga- 
zine earned sufficient profits and 
she received sufhcient dividends 
which she could apply to its re- 
payment, 

Contrary to the expectations of both 
the taxpayer and his wife, the maga- 
zine failed to prosper and was subse- 
quently Cissolved in 1943. The tax- 
payer thereupon claimed the loan as a 
non-business bad debt deduction. 

The Tax Court denied the taxpayer 
the right to claim the deduction be- 
cause there was no valid outstanding 
debt on which he could base his claim 
to the deduction. At best, his wife’s 
liability to repay the loan was based on 
the contingency that the magazine earn 
profits, a contingency which was ex- 
tinguished together with her liability 
when the magazine was dissolved. 

The Tax Court also pointed out in 
the course of its decision that intra- 
family transfers of this type are pre- 
sumed to be gifts—rather than loans— 
unless definite and affirmative evidence 
is advanced to prove that there existed 
“a real 
expectation of repayment and an in- 


at the time of the transaction 


tent to enforce collection.” 
Another Tax Court case is interest- 


ing for the manner in which it focuses 
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attention two important bad 
debt points. These points may be pre- 
sented in the following language: 
1. An individual may not impute 
the tax characteristics of a “business 
bad debt” to his loans (or advances) 
unless they are related to his trade or 
business. 


upon 


An individual is not permitted to 
impute the tax characteristics of 
debt to his loans (or advances) un- 
less he had definite expectations at 
the time that he made them that 
they would be repaid to him at some 
time in the future. 

Both points are easily understood if 
they are projected against the factual 
background of the case: 
The taxpayer in question was 
both the president and a substan- 
tial stockholder of a corporation. 
He advanced various sums to the 
corporation at a time when it was 





hopelessly insolvent—at a_ time 
when he had written off all his 
previous advances to the corpora- 
The advances 


were made for the purposes of 


tion as bad debts. 


meeting payrolls and miscel- 
laneous expenses. 

deducted these ad- 
in com- 
This treat- 
ment was flatly rejected by the taxing 


The taxpayer 
vances as “business bad debts” 


puting his tax for the year. 


authorities on both of the grounds out- 
lined above. The dispute was submit- 
ted to the Tax Court. ‘The Court ex- 
pressed full and 
ment with the viewpoint of the taxing 
authorities. 


unqualified agree- 


In passing on the first point—as to 
whether the debts were to be treated as 
business bad debts—the Tax Court ex- 
pressed little sympathy with the tax- 
payer’s position. His activities as of- 
ficer of the corporation, by themselves, 
did not constitute carrying on a_ busi- 
ness in the eyes of the tax law. This 


automatically removed the advances 


from the ambit of the “business bad 
debt” provision. 

In passing on the second point—as to 
whether the advances could be treated 
in any event as a debt—the Court 
stated that “it is well settled that debts 
may not be deducted as bad debts un- 
less they had value when created.” The 
evidence in the case showed quite defi- 
nitely. that the taxpayer had no hope of 














AUTOMATIC ELECTRIC COMPANY—A GREAT NAME IN COMMUNICATIONS 
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PAX makes good employees better! 


P-A-X prunes man-hours from the pay- 
roll—cuts walking, waiting, confusion, 
delay—with a completely automatic tele- 
phone system exclusively for inside service. 


A P-A-X Business Telephone System 
makes good employees better! Dialing the 
office next door or the far end of your plant 
takes just seconds. Each P-A-X call saves 
time, steps, errors and energy. 





FOR EXECUTIVE 
CONVENIENCE— 

A_ special ‘Executive 
Direct-Line’’ unit, 
which gives two-way 
loudspeaker conversa- 
tion at the flick of a 
switch, can be supplied 
with any P-A-X. Illus- 
trated circular sent on 
request. 


Thousands of organizations have dis- 
covered that a P-A-X Business Telephone 
System produces savings from new oper- 
ating efficiencies which are almost limitless. 
Communications case studies have been 
prepared with the cooperation of P-A-X 
users. Write or call: Automatic Electric 
Sales Corporation (HAymarket 1-4300), 
1033 West Van Buren Street, Chicago 7, Ill. 


a ELECTRIC | 
AUTOMATIC <7 ELECTRIC 


(Circle 422 for more information) 





















Yes—today many modern busi- 
nesses are saving thousands of dol- 
lars and eliminating confusion and 
delay in the billing department by 
not typing invoices. 

These businesses have installed a 
Bruning Copyflex order-invoice sys- 
tem especially tailored to meet their 
individual needs. Under such a sys- 
tem copies of the original order are 
used for stock selection, packing, 
shipping,and finally invoicing. 
Copyflex provides these copies 
swiftly. There is no chance of typing 
errors. No messy carbons, no proof- 
reading, and finally no delay! 

The result is the saving of many 
thousands of expensive man-hours 
with a corresponding gain in cus- 





Model 14 
Copyflex Machine 


Type Invoices? Ill Say Not! 


tomer good will because goods are 
shipped promptly without error and 
invoices arrive on time. 
What Copyflex Is 

The basis of the Bruning Copyflex 
order-invoice system is the Copy- 
flex machine itself. This amazing 
machine turns out ready-to-use 
black on white copies of anything 
typed, written, printed or drawn on 
ordinary translucent paper. It does 
this without fuss, mess or bother — 
rapidly and economically. 


If you are interested in the Bruning 
Copyflex order-invoice system or if 
you have any problem involving 
the speedy, economical, accurate 
duplication of records, mail us the 
coupon below for free booklet. 





Charles Bruning Company, Inc. 
4700 Montrose Avenue, Chicago 41, Ill., Dept. 204 


Please send me free booklet on Copyfiex and 





(BRUNI 





Copies anything typed, written, 
printed or drawn on ordinary 
translucent paper in seconds. 





full particulars about how Copyflex solves any 
copying problems. 
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(Circle 402 for more information) 
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repayment when he made the advances, 
The advances were thus to be treated as 
capital contributions, not as debts. 

Still another Tax Court case involved 
the bad debt deduction that a corpora- 
tion claimed for the worthlessness of 
certain advances to its officers and 
shareholders. These brief facts are im- 
portant only as an introduction to a 
restatement of the three factors that the 
Court stated “must be complied with 
before a taxpayer is entitled to a deduc- 
tion for bad debts”: 

l. The debtors must initially have 

made an “unconditional obligation” 

to repay the advances; 

2. The corporation must have ex- 

hausted all reasonable means of col- 

lecting the debt; and 

3. The debt must actually have be- 

come worthless during the year in 

which it is claimed as a deduction. 

The Court amplified the last condi- 
tion by pointing out that if a deduction 
is sought for the complete worthlessness 
of a debt in any one year, the taxpayer 
must come to court with proof to show 
that the debt “had some value’’ at the 
beginning of the year. Otherwise, its 
worthlessness will automatically be im- 
puted to a prior year. 

The discussion of this valuable de- 
duction would not be complete unless 
mention were made of two additional 
points. The first of these is encom- 
passed in the following question: May 
a taxpayer claim a deduction for the 
partial worthlessness of a debt? For 
example, let us suppose that the sum 
of $1,000 is owed to a taxpayer. He 
knows for a certainty that he will col- 
lect only $500 of the debt. Under these 
circumstances, can he deduct the uncol- 
lectible balance as a bad debt? This is 
possible in the case of business bad 
debts; it is not possible in the case of 
non-business bad debts. He can only 
deduct the latter when the whole debt 
(or outstanding — balance) 
worthless. 


becomes 


The second point relates to the “‘re- 
serve” method of claiming business bad 
debts. Under this method—it is ap- 
plicable only to business bad debts— 
the taxpayer creates a “reserve for bad 
debts.” He then adds a_ sufficient 
amount to this reserve each year to 
cover his future expected losses from 
worthless accounts. m/m 
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FOR MANAGEMENT | 


| by Leslie M. Slote 
Ass't. to the Pres., Ketay Mfg. Corp. 


Monagement and Labor Relations Consultant 


questions 


“Our office staffs in Accounting, 
Purchasing and Sales have expanded. 
Due to the current nature of the 
clerical market, turnover has been 
higher than usual. With increased 
work loads, we find it difficult to keep 
up with scheduled operations, which 
frankly causes chaos at times. We are 
sorely in need of a management audit 
to determine the effectiveness of 
office operations and to put our fin- 
ger on trouble spots. We prefer, if 
possible, to make our own prelimi- 
nary analysis, to decide whether it 
would be more advantageous to call 
in a systems consultant. Can you 
suggest an approach to the problem 
that lies within the scope of the aver- 
age office manager?” 


liagnosiss 

The easiest and quickest way to ob- 
tain an accurate, bird’s-eye view of all 
the clerical or administrative work be- 
ing accomplished in a department (or 
in any office unit, for that matter) is 
through the work distribution chart, in 
any one of its various forms. The use of 
this simple charting tool points up all 
activities and work elements in proper 
perspective to each other and in rela- 
tion to the over-all picture. 

The technique of preparing the work 
distribution chart is quite simple. The 
chart itself consists essentially of a 
number of vertical columns (see cut, 
page 8). The first column on the left 
hand side lists in order of importance 
all activities carried on by the depart- 
ment or unit. Each succeeding column 
to the right is headed by the name of 
an employee, job title and grade; then 
vertically, all the tasks (sub-activities 
and transactions) performed by that 
employee are listed, arranged to line 
up horizontally with the corresponding 
department activity in the original left 
hand column. The number of hours 
per week required for each task is also 
listed alongside the task in each em- 
ployee’s column. The listing of an ac- 
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Yes, sir, the Sturgis fiber a a [_st . 
glass base is automatically self- ve 

leveling. Your weight always 
keeps all four casters firmly 
on the floor, even when 

you “ride”’ off the chair 
mat. Remember also that 
this is the base that just 
can’t be harmed by office 





abuse, never looks shabby, never 


needs refinishing. Gray, green, Engineered for Long Life and Minimum Maintenance 


Nylon Thrust Bearing: takes a lifetime of swiveling. 

Ball Burnished Spindle Bearing: perfect fit for long life. 

Superior Casters: oversize ball bearings, extra wide rubber wheels. 
STURLON ® Finish On Metal Parts: 10 to 20 times as abrasion- 


resistant as other finishes. 
a. 
———O ee ee oe 


f- 
Pe THE STURGIS POSTURE CHAIR COMPANY I 
3 General Sales Offices, 154 East Erie St., Chicago 11, Illinois | 
l 


walnut or black, on 9 executive 


and stenographic models. 





We'd like a copy of your illustrated folder on 
chairs with fiber glass bases. 


/ Name____ 








Firm Name 


POSTURE CHAIRS | oie pas: 





Address _ 





Manufactured in Sturgis, Michigan and Charleston, South Carolina ' City State 
THE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN gu 


(Circle 416 for more information) 











TURM GUNTROL 


can do interesting things 





bills of lading .. . 


is shipped. 


numbered forms. 


of business transactions at all times. 


for your business, too! 


Cummins Perforators quickly number all 
business forms —incoming orders, your 
order set, packing slips, shipping labels, 
any form you have = 
consecutively, uniformly and perma 
nently, You always have an accurate 
check of all transactions to insure that 
your company ships everything that is 
ordered, and that you bill everything that 


Cummins Perforators punch holes you 
can read in 20 papers at a time... . in one 
swift operation. No tedious typing of 
numerous copies, no hunting around for 
the next consecutively numbered form. 


And Cummins Automatic Numbering 
Perforators permit you to use plain busi- 
ness forms, eliminate more costly pre- 


Automatic consecutive numbering by 
Cummins perforation makes rigid typing 
concentration unnecessary, does away 
with costly numbering errors so common 
in type-as-you-go systems. And Cummins 
multiple marking insures that all papers 
in any transaction have exactly the same 
number— perfect cross-reference control 










Model 321 
Numbering 
Perforator 











CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 
Dept. MM-34, 4740 N. Ravenswood Ave. 
Chicago 40, Illinois 


Please send full information on Cummins High 
Speed [] Perforators [] Endorsers 
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For full information, mail coupon or 
phone Cummins Business Machines sales 1 
and service offices in principal cities. I 
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SINCE 1887 


Cummins 


Name 
Name of Business 
Address of Business 


City State 
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tivity or task should consist of a brief 


phrase, specific enough to avoid am- 


biguity. 


Each employee prepares his own task 


list, estimating the number of weekly 





Mary Smith—Task List 























































































































Code Task 
1 Receive and sort incoming mail 
2 Log customers’ orders and quotation requests 
3 Prepare above for distribution, attach slips, etc.— 
enter in log 
4 Type sales orders 
5 Check with Engineering on interpretation of orders 
6 Follow up to determine if action is being taken to 
meet scheduled dates—report findings 
7 Type reports and correspondence 
8 Miscellaneous work 
9 Lunch time 
10 Personal time 
11 Waiting time 
TIME LADDER SURVEY 
Grr spowttacs 
Division Soles Section «ad Cécucal 
Name zy 2 ith Title CLerk- Typish 
Code [si 2 | si4¥i Sle Tis 7 | ole 
Units 23123125 
Time j<7/ 47! gs|/24 (7) 33171 |/5 |eol 26 
Time |Code|Units| Time|Code [Units| Time/Codej Units 
“toe 11:30 2:30 
35 2 35 35 
ko ho} 2 , bol] 4 
45 45 \ M5) | 
50 iT 50 50 
7) sll | 55 we con 
5360} 12+ ~} 3:00 
05 05 05 
10 10 10 
15 i 15 15 
20 20 20 
25 25 25 7 
9:30 12:30 7 3:30) / 
35 5 ; 35 
4o 0 
45 45 45 
50 50 50 
55 55 55 
10:00 1:00 4:00 
05 05 05 
10 10 10 
15 15 by 
20 20 20 
25 25 25 
10:30 1:30 4330) 
35 35 35 
40 ho. 40, 
45 45 45 
50 50 50 
55 55 
11:00 2:00 5 300) 
05 05 05 
10 10 ro 
15 I5y 15 
20 20 20) 
25 25 25 
Exhibit 2 
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hours devoted to each task. This list is 
checked with the supervisor for com- 
Naturally, it 
should be possible to classify each and 


pleteness and accuracy. 


every task under one of the appropriate 
major departmental activities listed in 
the left hand column. Very frequently, 
employees are unable to approximate 
the weekly time required for each task. 
A simple method of solving the prob- 
lem is to have each employee maintain 
a “time ladder” sheet each day for one 
week (see Exhibit 2). The sheet lists 
the time from the start to finish of the 
work day, usually in 1, 2, 5, or 15 
minute intervals. The time interval de- 
voted to each task is marked off as 
shown and a code number is entered 
corresponding to the particular activity 
occurring during that interval. Code 
numbers must account for all time, in- 
cluding actual task time, lunch time, 
personal time, waiting time, miscel- 
laneous work, etc. Wherever possible, 
the number of transactions or units of 
work accomplished should be entered 
as a means of determining work mea- 
surement. A time ladder such as this 
is simple to keep, is more accurate than 
estimates, automatically includes allow- 
ances for fatigue, delays and _ personal 
time, permits comparison of individual 
employee performance and gives a 
picture of employee work distribution. 

The work distribution chart shows, 
in blueprint form, how the work in a 
given department is divided among the 
workers, qualitatively and = quantita- 
tively. 

The final step is to study and analyze 
the chart from a common-sense view- 


point, with the following aims: 
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1. To redistribute unrelated work. 

2. To combine related tasks for sim- 
plification. 

3. To correct duplication and over- 
lapping of activities. 

t. To eliminate unnecessary tasks. 

5. To distribute department work 
loads more evenly. 

6. To utilize individual worker skills 

more advantageously. 

To evaluate performance. 


~I 
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. To utilize fractional times. 


-_ 


). To staff more intelligently. 


All these combine to obtain a_ better 
flow of work and reduce clerical costs. 


questions 


“We are plagued by physical quan- 
tities of in-process materials that 
build up and remain under work 
benches in work centers as items 
which can be later reworked and re- 
paired or salvaged in part. What can 
we do to expedite the physical dis- 
position of unacceptable work in 
various work centers?” 


diagnosis: 

Departmental foremen are cost-con- 
scious and for various other commend- 
able reasons are loathe to scrap parts 
and sub-assemblies. They have unac- 
ceptable items put aside to be re- 
worked or repaired at the first oppor- 
tunity. And even when scrapping is in- 
evitable, they usually have an eye out 
for reclamation of all possible salvage. 
The net result is that rejected materials 
pile up because the foreman is busy 
with daily operating problems. Even 
when it comes to salvaging money from 
scrap, he may not have the necessary 
answers. I know several plants that 
solved the entire problem by hiring a 
Materials Review Analyst who receives 
daily reports of all rejected materials, 
regardless of category with respect to 
rework, scrap, etc. It is his responsibil- 
ity to examine all such material within 
48 hours and to make a written de- 
cision concerning action to be taken 
or disposal. Production Planning re- 
ceives a copy of the decision and takes 
steps to see that the material is im- 
mediately scheduled for movement and 
processing in accordance with the in- 
structions. This very neatly solves the 
problem and helps to reduce produc- 
tion costs considerably. m/m 
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ADDO-X’s feather-matic touch 


adds new simplicity .. . un- 
dreamed of ease to its operation. 
Your fingers actually fly over 
the keys, thanks to ADDO-X’s 
new symmetric keyboard. 
Individual function keys, precision 
built mechanism and error-proof 
design .. . these are but a few 
of the reasons for ADDO-X’s 
outstanding popularity. 


STEP-O-MATIC 
MULTIPLIER LEVER 


makes the ADDO-X a calcu- 
lator as well . . . when used 
for multiplication. This exclusive 
feature permits automatic 
step-over to the next higher unit 
without using the O-Key. Here’s 
a time saver that really 
insures fast and efficient 
multiplication. This feature com- 
bined with ADDO-X’s “live” 
Repeat and Repeat/Subtract 


. » « plus automatic clearance 
of the Keyboard after multiplica- 
tion... makes ADDO-X the 

most advanced adding machine 
on the market. Write for new, 
illustrated folder and full details. 
























the 
feather-matic 
touch ... 


figures in order 


ADDO MACHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U. S. Distributors; Addo-X Adding Machines 
Multo Calculators — Roneo Mimeo Machines 
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correction tape 


QUICK, CLEAN, NEAT 


NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There’s no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 
Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-Kleen tape dispenser, are 
boxed in 1/6”, 2/6” 
and 5/6” widths. 








My Name 





G 
eongecet ee 


1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening .. . it’s just 
LAID ON with a finger-touch. 





2. TYPE ON with a light touch, 
using the same carbon. No need to 
remove the master from the type- 
writer ... no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


ee ce mm me 


| AVERY ADHESIVE LABEL CORP., Div. 150 


117 Liberty St.,New York6 608 S. Dearborn St., Chicago 5 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kleen Correction Tape 





Company 








Address. 








City 


See 
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"T think..." 


PROS AND CONS TO THE EDITOR 


How do you compare methods? 
Dear Mr. Editor: 

The methods specialist frequently is called 
upon to select the best of two or more proposed 
methods or systems. Invariably he is expected to 
justify his selection in terms of cold dollars and 
cents. Regardless of intangibles, such as the ef- 
fects on morale, he usually must convince man- 
agement that the selected system will reduce ex- 
penses. 

Out of these circumstances comes the mistaken 
impression on the part of many office managers 
and of some methods men themselves, that the 
system that operates at lower cost is therefore a 
superior system. And one might exclaim: “Well, 
isn’t it!” 

The answer is no. Comparative costs, the way 
they are normally computed, cannot serve as a 
true or fair criterion of the relative merits of 
systems. Many companies discard basically sound 
systems in favor of inferior ones. And they point 
to lower cost as evidence of their wisdom. 

What they fail to recognize is that the fellow 
who is promoting the new system is usually pre- 
paring the cost figures. More significant, they 
lose sight of the fact that when comparing an old 
system with a new one, they are likely comparing 
a system which though basically good, was poorly 
administered. 

Let us consider two standard types of Order- 
Billing systems, which we will call system A and 
system B. 

System A uses: (1) a standard typewriter to 
create a spirit duplicator master, (2) a spirit 
duplicating machine to reproduce production 
and shipping documents and invoice sets and 
(3) a calculating machine to compute invoice 
extensions and totals. System B uses: (1) a 
standard typewriter with either a continuous, 
or unit set, one-time carbon form to create 
shipping and production documents and in- 
voice sets and (2) a rotary calculator to extend 
the original customer order (in the case of 
pre-billing) or a copy of the complete shipping 
ticket (in the case of post-billing). 

Now, note that there are many companies at 
this very moment who are discarding system A 
and eagerly embracing system B. At the same 
time there is perhaps an equal number of com- 
panies who are jettisoning system B in favor of 
system A. 

Obviously something doesn’t add up. Of 
course we have the old platitude that what’s good 





for the next guy isn’t necessarily good for us. We 
cannot satisfactorily explain this by saying that 
the problems are different in different compa- 
nies. Most companies have to deal with rush 
orders, scheduling problems, impatient  cus- 
tomers, insufficient inventories, back orders and 
partial shipments. In fact, the more one studies 
the conditions and the problems in different 
companies the more similarities he sees. 

The writer can recall one new system he in- 
stalled which involved new writing equipment 
and a conversion from pre-billing to post-billing. 
In this particular case there was a six-month de- 
livery wait for the new equipment. Before the 
equipment ever arrived, before new forms were 
available, before some of the new procedures 
were effected, there was a reduction of six people 
in a department of seventeen. Incidentally, 
volume had stayed at about the same level. 

How did this come about? By eliminating 
duplications and unnecessary operations, brought 
to light by the analysis. By streamlining certain 
procedures in anticipation of the new system. By 
improving the layout of desks and the flow of 
work. By reassigning clerical tasks and breaking 
bottlenecks. By instilling a spirit of cooperative- 
ness into the people. By job re-evaluation. By 
salary adjustments. 

To this day there are those who claim that the 
new system caused this reduction of 30° of the 
staff. The writer is convinced—especially in the 
light of added experience—that the old system 
was superior, as systems go. 

One should not infer from the above reason- 
ing that it is best to leave the present system in 
effect—as 1s 





and not change systems. If the sys- 
tem has not been scientifically analyzed and prop- 
erly staffed, then by all means it should be an- 
alyzed. And, if a new system is indicated it 
should be recommended. But the recommenda- 
tion must be based on a competent, fair, true 
comparison of the present system with the pro- 
posed system. 

Sincerely, 

EDMOND W. MCNAMARA 
Procedures & Systems Analyst 
The Bassick Company 
Bridgeport 2, Connecticut 
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experts 


THIS MONTH'S EXPERT 





John C. Emery 
President 
Emery Air Freight Corporation 


Mr. Emery has been president 
of Emery Air Freight Corpora- 
tion since its organization. He 
has the distinction of being 
the first air freight forwarder 
authorized to operate by the 
Civil Aeronautics Board. In 
eight years the company has 
grown from an idea to a trans- 
portation system handling be- 
tween 15,000 and 20,000 ship- 
ments per month. His trans- 
portation experience goes back 
more than 30 years and has 
included railroad, highway, 
air and water transportation. 
He participated in the estab- 
lishment and operation of the 
Navy’s air cargo forwarding 
system. 
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A report to top management 





Why air freight is changing the 


e j e 
businessman's concept of distance 


onet-e-peeeeemme Mr. Emery, about 


two years ago we carried an article, in 
Management METHODS, on how a ma- 
chinery company was able to ship a 
heavy Vertical Grinder from Boston to 
Chicago by air for about the same cost 
as truck transportation (see box). We 
received dozens of letters from sur- 
prised businessmen asking for more in- 
formation. Do you think the general 
business public is poorly informed on 
air freight rates? 


Be Perhaps, but experi- 
enced traffic men are familiar with 
the areas in which air freight is com- 
petitive with other types of carriers. 
Air freight is competitive, for example, 
on many heavier shipments. I think it’s 
a mistake, however, to overemphasize 
air freight as an all-purpose competitive 
carrier. It isn’t. Depending upon the 
commodity involved and the size of the 
shipment, it’s just about five times as 
expensive as railroad and truck rates. 
To get back to your question, though 
—I don’t think there’s a lack of knowl- 
edge about rates so much as I think 
there’s lack of understanding of how 
to utilize the potential in air freight by 
eliminating high cost factors like ware- 
housing, inventory and _ perishability. 


L question Ui you mean that 
comparison with other types of car- 


riers should be on a basis of service and 
speed, rather than price? 


Be Actually I think it’s 


a matter of avoiding comparisons with 
the surface carriers. It’s a matter of ac- 
cepting a new doctrine that, at least 
domestically, distance does not exist. 
Let me give you an example: I know 
of a businessman in Richmond, Cali- 
fornia, who is a customer of a New 
Jersey manufacturer. He consistently 


receives air shipments from the home 
plant earlier the morning after placing 
his order than he has received simul- 
taneously ordered parts from the San 
Francisco branch warehouse of the 
company. It’s 3,000 miles from New 
Jersey and 15 miles from San Francisco. 
In transit time, distance is the same. 
BRCCESTE The difference in 
transportation costs must have been 
terrific though 


ecnswer | ae if you com- 
pare rates. Its conceivable, however, 


that the New Jersey manufacturer 
could eliminate the cost of his San 
Francisco warehouse and the cost of 
carrying an inventory there and keep 
his selling price constant. In effect, 
distance costs money when it forces a 
businessman to build and stock a re- 
mote warehouse in order to provide 
service to customers. 









| question [EM you ever ac- 
tually seen a practical example of air 
freight eliminating the rate differential 
on a cost basis? 


answer 
ogous case. A midwestern manufac- 
turer had ten widely scattered plants. 
Each was fully staffed with a full com- 
plement of payroll, accounting and at- 
tendant overhead personnel. On this 
decentralized basis, full utilization of 
machine accounting equipment and 


Here’s a fairly anal- 


supervisory personnel was impossible. 
In an effort to correct this situation, 
the company’s chief accountant made a 
careful study of the savings that would 
be possible from a centralized account- 
ing operation. An experiment was be- 
gun. The manufacturer began paying 
the personnel in one distant plant from 
the payroll department at the central 





Air freight vs. truck transportation 


Here’s a typical example: Reid Bros. 
Machinery Company have found that the 
over-all cost for shipping a heavy Vertical 
Grinder is often cheaper via air than via 
surface transportation. This is how they 
compare costs for a shipment from Boston 
to Chicago by air as opposed to motor 


carriers: 


By Truck—Crated 





Gross wot. 2250+ 

Rate per cwt. $2.71 

Crating Cost $65.00 
Total $125.98 


By Air—Uncrated 





Gross wat. 1750+ 

Cost of skid $3.00 

Rate per cwt. $7.00 
Total $125.50 


Savings in tare weight (difference be- 
tween crated and uncrated shipments) fre- 
quently more than offset the differential 
in transportation rates, regardless of speed 
and other fringe factors. 





office by flying time cards to the central 
office and paychecks back to the plant. 
The experiment is still going on but it 
is planned to expand it to the other 
ten factories. To all intents and pur- 
poses, for this operation, distance does 
not exist. 

episcameemme What about the 
weather factor, Mr. Emery? In the case 
of the payrolls in transit you men- 
tioned, wouldn’t a delay create a mess? 


answer 


opinion, bad weather is of no real con- 


Contrary to public 
sequence insofar as dependability of 
















YOU CAN WIN if you’re employed in or as- 
sociated with an offset duplicating depart- 
ment. It’s nearly as simple as that. So, write 
for entry blank and contest rules today. 
*‘Win-A-Mercury” or a big cash prize. 


12 BIG PRIZES ! 
I Prize meecury 
MERCURY 

Prize $500 °°... 

4,40 peeve arent TEN $100°2° PRIZES ! 


ee ee ee A 


PHOTO-OFFSET 
PLATE 


CONTEST 


for owners or operators of 
offset duplicating machines 





Sponsored by the makers of 


} : 
l Minnesota Mining and Mfg. Co. ! 
Dept. MM 34,St. Paul 6, Minn. REET ET eee eo Br ae ea a ee 
EE SOLOS Te ae 
; RUSH ME free entry BE EET EY ee ee 
I blanks and rules ee yas oy gt ZONE....STATE.......... I 
— . aaa ~— 






Made in U.S.A. by MINNESOTA MINING AND MFG. CO., St. Paul 6, Minn.—also makers of “S vherekote” B | 
vi A . aS MI} iA : G. .» St. 4 .—als ‘ r s > > rand T w 
Tope “Undercent™ Pe cowie! me Ratective Gherting. anger Brand Pressure-Sensitive Tapes, “Scotch” Sound Recordian 

, % ersea ubberized Coating, ‘‘Safety-Walk’”’ n-slip Surfacing, ‘3M’ Abrasives, ‘‘3M’’ si yeneral E ey ¥, 

E, 42nd St., New York 17, N.Y. In Canada: aden. Ont., con ee eres ae” Aenean, Danaea: Sapeet: 205 *oxee’ 
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freight movement is concerned. New 
aircraft and improved electronic pilot 
aids have taken care of that. Last year 
one large airline operated 97.79% of all 
of its thousands of scheduled flights. 
On some of its most modern aircraft, 
performance was almost 100 percent. 
Remember, delays are seldom for more 


than an hour or two. 


Mt -F-ae eee Going back to the 


case history you mentioned before of a 
company possibly eliminating a branch 
warehouse, to your knowledge has this 


idea been widely picked up by industry? 


answer I certainly don't 


want to imply that all branch facilities 
of national concerns can be eliminated. 
But it certainly is feasible to think in 
terms of eliminating warehousing and 
stocking of parts in fairly low demand. 
One manufacturer we deal with has 
branch factories in 36 cities and air 
freight, as an auxiliary to surface trans- 
portation, has been a tremendous fac- 
tor in reducing his inventory costs on 
spare parts. At one time he was carry- 
ing 12 million dollars’ worth of spare 
parts distributed throughout his 36 lo- 
cations. As a corrective measure, he 
consolidated and concentrated in three 
distribution centers so situated that in 
most instances spare parts required for 
immediate use could be forwarded 
overnight by cheap surface transporta- 
tion. In this case, air freight was used 
on the longer hauls and in emergency 
situations. The technique permitted 
him to reduce his inventory to six mil- 
lion from twelve million. 

In another case, one of the large 
automobile companies operates under 
a production control plan which in- 
volves stock piles of some components 
limited to only 30 hours’ usage at the 
standard production rate. These com- 
ponents are fed into the production 
line by train and truck on a precisely 
timed schedule. Air freight is used in 
emergency situations where the normal 
carriers fail—in other words, it’s air 
freight that makes the plan work 
smoothly. Yet, the cost for air trans- 
portation is only 2% of the company’s 
total monthly transportation bill of ten 
million dollars! 


methods 








BCs toe What other specific 


areas of investigation, Mr. Emery, can 
you recommend to a businessman in 
line with the doctrine that ‘distance 
does not exist?” 


In addition to sav- 
ings and manufacturing costs, I’d say 
improvement in customer service and 
the creation of broader markets for ex- 
panded sales should be explored. It’s 
now possible to market Maine lobsters 
in Texas and Hawaiian orchids in New 
York. Department stores, particularly, 
have become daily users of air freight 
on fashion merchandise. The reasons, 
of course, stem from high inventory 
value, the perishability of fashions and 
the need to coordinate purchases more 
precisely with sales. Merchandise flows 
from the garment centers to all points 
in the country—in some instances or- 
ders are even taken from samples and 
filled, by air freight, directly from the 
suppliers, eliminating repeated _ re- 
handling. 


CLt--ae elem Do you expect any 


material drop in air freight rates in the 
foreseeable future? 


BRE they may come 


down somewhat but remember that 
even at a 50% reduction they would 
still be much higher than surface trans- 
portation except for railway express. 
The main point I want to make is that 
reduced air freight rates are noi cssen- 
ual to broader air freight utilization by 
industry. It’s the elimination of dis- 
tance as a time factor that is important 
to the management of business firms 
Here’s one more example to prove this 
point. Weather prediction today, 24 
hours ahead, is fairly reliable and in 
24 hours you can be anywhere in the 
United States by air freight. The com- 
bination of these two factors made it 
possible for one manufacturer of win- 
ter lubrication to execute a_ highly 
profitable sales promotion plan. A cold 
snap was plotted from weather reports 
to strike the midwest. He plotted re- 
ports from the weather bureau, had a 
postcard suggesting a switch to winter 
lubrication printed, and had delivery 
completed to prospects coincidental 
with the drop in temperature. Ain 
freight did the job. m/m 
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|s your payroll department all mixed up? 


If so, maybe your labor relations aren’t too well-cemented, 
either. When his pay check adds up wrong, the most loyal 
employee often turns out to have a quick-hardening heart. 
There’s a concrete solution to the problem, however. Take 
Philadelphia’s Whitehall Cement Manufacturing Com- 
pany, where until recently every payday was a crisis: 
payroll records way behind, untraceable errors, forced 
balances, a mad rush to get the checks out on time. 

How did Whitehall break out of the mold? By installing 
McBee Keysort. Today the company has 34 labor cate- 
gories, all with varying scales of pay for overtime, shift 
differentials, vacations, holidays. But of payroll troubles it 
has none—“for,” says Whitehall’s treasurer, “Keysort gives 
us prompt, accurate figures and costs without duplication 


MAIL THIS COUPON TODAY 
The McBee Company * 295 Madison Ave., New York 17,N.Y. 


We're interested in knowing how KEYSORT can improve 
PAYROLL AND MATERIAL COSTING 














our LABOR COSTING AND INVENTORY CONTROL 
ORDER PRODUCTION 
ANALYSIS CONTROL C] 
FIRM___ eiilienenigeaicsanaientan 
ADDRESS___ = CITY _ 
ZONE STATE 
BY_ NO. OF EMPLOYEES. 





of records or work and with no addition of personnel.” 


Specially designed Keysort cards also keep Whitehall’s 
distribution supply system up to form. And management 
continues to pour words of praise: “In addition to the 
effectiveness of the Keysort installation, we are pleased 
with its simplicity. Our people had little or no trouble 
learning to operate it.” 

If your record-keeping system is less than completely 
satisfactory, the nearest McBee man will be glad to show 
you how Keysort can improve matters. Or mail the coupon. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 


CBe 295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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MAN IN A JAM 


... over routine correspondence 


So you don’t think a simple thing like 
routine letters can get you all balled up? 
Then read this case. Joe’s department 
wrote letters. Lots of them. We:come 
letters to new customers. Acknowledg- 
ment letters for orders. Pep-up letters 
to salesmen and dealers. Answers to 
complaints, plus dozens of other types 
that are so necessary in business. What’s 
his trouble? 

He can’t keep up. His department is 
constantly two to three weeks behind. 
Can’t push his typists. They’re working 
top speed now. Besides they’re human, 
and when pushed they make more mis- 
takes. Extra help? Nope. Can’t afford it. 
Processed or printed lettcrs won’t work 
either. Joe’s company learned that each 
piece of correspondence must have that 
personal touch. 


Is there any way out? Yes, sir. Auto- 
matic typing...an Auto-typist unit that 
can type pre-composed letters the same 


way a typist would, only 214 times 
faster and without errer. Manual inser- 
tions can be made in any part of the 
letter. There are models for large or 
small offices which pay for themselves 
in weeks. If you have a problem similar 
to Joe’s, or wish to know how you can 
economize on letter typing, why not get 
the facts on Auto-typist. 
No obligation. 





AMERICAN AUTOMATIC 
TYPEWRITER COMPANY 
Dept M-3 

614 N. Carpenter Street, Chicago 22, Illinois 
Gentlemen: Please send me your book *‘How 
to Use the Auto-typist.‘‘ 


Name 





Company 





Address 
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Business 


and a 
Billion 
Dollar 


Hangover 





by David A. Dietz 


Former Editor, 


Personnel Executives’ Newsletter 


mee Henry Smith, a prom- 
ising employee in a research organiza- 
tion, had been off to a brilliant start 
nine years before. But as he acquired 
heavier and heavier assignments, he 
lost his “nerve” and began turning to 
the bottle for support and inspiration. 
He gradually started piling up absences 
until he would be out half the week or 
more. His department head learned of 
Henry's condition, but kept “covering” 
for him, since his work was highly com- 
mendable during those times he was 
not incdispoced. Unfortunatelv, these 
occasions got to be fewer and fewer, 
and Henry eventually wound up in the 
hospital—a total loss to himself, his 
family, his community and, of course, 
his company. 

Another case history concerns Jack, 
a master tool-and-die maker at the XYZ 
Manufacturing Company for eighteen 
years. Jack’s drinking first started dur- 
ing military service, when he found 
himself under an unreasonable and 
domineering commanding officer. 
Shortly after his return to work he was 
transferred to a shop whose supervisor 
reminded him of this officer. Before 
long, he took solace in chronic drink- 
ing. He developed countless ingenious 
techniques for hiding his hangovers and 
so continued in this fashion for the 
next two years. What he couldn’t con- 
trol, however, was the distorted judg 
ment and growing lack of coordination 
brought on by this kind of drinking. 
One day he made a serious blunder 
that damaged thousands of dollars’ 
worth of equipment and seriously im- 
periled the lives of his colleagues. 

Just how prevalent is this problem 
of the unsuspected alcoholic employee? 
A perusal of evidence meticulously 
gathered by authorities in the field of 
alcoholism discloses some mighty un- 
pleasant facts. 


Prevalence and profile of alcoholics 

Number one, there are close to 2,- 
000,000 “Henry Smiths” currently on 
American payrolls, according to con- 
servative estimates. Alcoholism is cer- 
tainly no respecter of occupations; 
whether you manufacture steel cable 


or silk thread, operate an insurance 





firm or a grocery business, at least one 
out of every fifty of your employees is 
a problem drinker. 

Secondly, an equally conservative 
estimate places our national economic 
loss due to alcoholism at a billion dol- 
lars annually—while some other esti- 
mates run to more than ten times that 
figure. 

Most of the computable loss is found 
in turnover, absenteeism, accidents, lost 
wages, waste and inefficiency (although 
such intangibles as poor morale, effect 
on co-workers, personal suffering, etc. 
are at least as important). It was found 
for example, that the average alcoholic 
is absent twenty-two working days out 
of the year as a direct result of his 
drinking. These employees have two 
to three times as many accidents as 
their colleagues. 

In the case of office workers there is 
a double-barreled threat. Not only can 
their symptoms and errors be concealed 





Cost of errors multiplies itself: 
Inefhciency in the clerical operation 
is often a hidden and unseen cost 
factor. It can express itself as low 
output, errors, increased supervisory 
or executive time, disturbed customer 
relations, etc. One company found 
the average cost of a mis-file to be 
$61.23. <A 


scheduling clerk can disrupt the en- 


copying error by a 


tire assembly line. The lawyer's 
secretary who mistypes one phrase 
In a contract can invalidate an 
agreement which required months to 
formulate. It costs three or more 
times as much to discover and rectify 
a clerical error, as it does to pay 
for correct work in the beginning. 
Industrial Psychology, Inc. 





more readily but the cost of errors can 
be entirely out of proportion to their 
seeming insignificance. 

Finally, 80% of all problem drinkers 
are in the 35-55 age bracket. This is 
particularly significant in view of pres- 
ent shortages of skilled personnel, since 
this is the age bracket comprising the 
most highly trained and_ productive 
workers. 

The one bright spot is that much of 
this tragic waste can be salvaged, to the 
benefit of both the problem drinker 
and his company, if certain proven pro- 
cedures are followed. 


methods 
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First step: remove misconceptions 
No management can begin to cope 
with this issue without first overcoming, 
within its own organization, the pre- 
vailing prejudices and misconceptions 
about alcoholism. For this reason most 
in-plant remedial programs start with 
orientation talks to line and staff levels 
that stress these points: 
(1) The problem drinker is not a 
moral weakling who merely needs to 
“pull himself together,” but a sick per- 
son requiring competent guidance and 
treatment. The old Anti- Saloon 
League philosophy is definitely out. 
(2) The vast majority of problem 
drinkers are not flophouse derelicts, but 
can be found in all walks of life. Many 
put in long years on responsible jobs 
before their abnormal predilection for 
drink is detected. 
(3) Alcoholism is not a natural out- 
growth of conventional “social” drink- 
ing, but usually a symptom of under- 


lying personality disturbances. 


One company's employee program 


Allis-Chalmers Manufacturing Com- 
pany was among the first industrial con- 
cerns to inaugurate a comprehensive 
program for its problem drinkers. A 
“Committee for the Study of Alcohol- 
ism” was organized, which first ex- 
amined those few limited facilities ex- 
isting in other companies, then ob- 
tained the services of a psychologist in 
preparing its own program. At the 
core of this program is a full-time “al- 
coholic counselor” whose chief function 
is to serve as advisor and confidant to 
all problem drinkers referred to him by 
their supervisors. 

The alcoholic counselor was himself 
“through the mill’ and can therefore 
lend a sympathetic and understanding 
car in his private talks with employees. 
He is also wise to most of the ingeni- 
ous alibis that alcoholics are capable of 
dreaming up. The counselor has ut- 
terly no connection with management 
and employees know they can discuss 
the most personal matters with him in 
strictest confidence. After all possible 
angles of the drinker’s problem are 
aired and various forms of treatment 
discussed, the counselor then refers him 
to any of a number of available Allis- 
Chalmers services that he deems ad- 
visable. 


neat paue fiease) 


march 1954 


PROFILE OF AN ALCOHOLIC 


His age: 25 to 68—average 44 years. 


He has held an average of two jobs 
prior to his present one. 


He is generally absent from work every 
other Monday. 


He doesn't look like a "drunk." In fact 
66% have never been arrested for 
any offence including drunken driv- 
ing. 


His average hourly rate is about 27c¢ 
above that of non-drinkers. 


He has a family to support—90% are 
living with wives or, if single, with 
their families. 


He is a home owner in 60% of the 
cases. 


He is a valuable employee, with spe- 
cialized skills, since he has worked 
for his firm for 22 years. 


He wants treatment in 25% of the 
cases—refuses in only 5%. 


He will curtail his drinking in 72% of 
the cases, if properly handled, so 
that it no longer interferes with his 


job. 











PLATES PUT ZIP IN 
YOUR PAPERWORK! 


Too many executives who drive a late model, high compression 





factory are trying to run it on low-octane paperwork. When 
paperwork lags, production suffers. 

Time and time again, Colitho representatives have added new 
spark and pick-up to business systems with Colitho Offset 
Duplicating Plates. 

Colitho Plates are easy to use. They’re adaptable to every 
kind of paperwork. Their use does away with needless retyping 
—eliminates costly transcription errors—adds to profits through 
the savings that come with efficiency. 

A folio of Application Ideas has been prepared to illustrate 
how Colitho Plates are being used in many departments of 
modern business. We'd like to send you a copy—without obli- 
gation, of course. You'll find it valuable. 









THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, CoLumBIA RIBBON AND CarBon Mec. Co., INc. 
113 Herb Hill Road, Glen Cove, L. I. 





Send me the Folio of Colitho Application Ideas. 


Name 





Company 
Address 


ae Zone State 
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If his immediate problem appears 
to be caused by inadequate housing fa- 
cilities or a burdensome debt, he is re- 
ferred to the company’s housing section 
or credit union. Some other services 
are in the areas of legal aid, recreation, 
welfare and veterans’ counseling. If 
the problem seems more deeply-rooted, 
he is sent to the medical department for 
psychotherapy. The alcoholic coun- 
selor can also obtain medical check-ups, 
psychological tests, even hospitalization, 
for those cases requiring it. 

During actual treatment the coun- 
selor maintains periodic contact with 
the referred employee so that he can 
keep tab on his progress and help him 
over occasional rough spots in a com- 
radely manner. Even informal visits 
to the man’s family are all part of a 
day’s work to the alcoholic counselor. 

Regularly scheduled supervisory con- 
ferences are an integral part of the 
over-all program. First come discus- 
sions on reasons behind alcoholism, im- 
proper approaches to the problem and 
the employees’ and company’s stake in 
finding a solution; then ways are dis- 
cussed in which proper supervision can 
play a role in detection and rehabilita- 
tion of problem drinkers. 


The results of the program 


Allis-Chalmers started the above pro- 
gram with 71 referred alcoholics. Eight 
months later over half had made satis- 
factory job adjustments through re- 
duced drinking, while most of the re- 
mainder were either active members of 
Alcoholics Anonymous or were show- 
ing slow but steady improvement on 
their own. 

The absenteeism rate of these men 
fell from 8%—twice the plant average 
—to less than 3%. Their collective 
wage losses fell from $23,000 to less 
than $900 one year after the program 
was in operation. 

Another more recent program, also 
meeting with success, was started by the 
Consolidated Edison Company of New 
York, in collaboration with New York 
University’s Institute of Industrial 
Medicine. This program includes the 
services of a city-wide clinic, to which 
employees of other companies can ap- 
ply if arrangements are made before- 
hand. This is a good procedure, inci- 
dentally, for groups of small industries 
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Be eadtaie SOLVED AT E. I. DU PONT DE NEMOURS & CO. 


This record is the heart of the Personnel Department. It contains all pertinent 
data concerning an employee’s past and present status. Speed in posting, 
rapid location for reference and quick review for skills is of utmost importance. 
The extreme flexibility of ViSIrecord for form design as well as its compactness 
and efficiency provide an ideal solution to personnel records. 
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SOLVED AT TRICO PRODUCTS CO. 


Attendance records can now be maintained with a minimum of effort. The frequency 
of an employee’s absenteeism, daily, monthly and yearly, as well as the reason, can 
be reviewed at a glance. This record, generally set up in clock number sequence, also 
provides an excellent cross-reference file for rapid determination of employee’s name. 


PARTIAL LISTING OF VISIrecord USERS 
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to adopt, where complete facilities 
would be too costly for any single firm 
to underwrite. 


Work performance is the test 


) S Under the Consolidated Edison pro- 
I£HIZ | (mg Pal gram the judgment of the supervisor is 


paramount. It is he who decides 
whether an employee’s liquor intake is 
interfering with his duties. If so, this 
constitutes a drinking problem and is 











hy ~ x : +4 handled accordingly. The man is first 
iN interviewed by his immediate superiors, 
PE ER RN SIO SSSR SR A often including the shop steward. He 
ue ~ SSE SRV is told of his work deficiency and the 
=EEEFS |= f= == ===> SS SS SS = connection between it and his drinking 


habit is brought forcefully, but under- 
standingly, to his attention. He is 
—s SSESB==e then placed on probation. 

= SS SSS = eee After a complete report on the em- 
ployee’s behavior pattern—with partic- 
me ular stress on the drinking episodes— 


= a SOLVED AT BUFFALO FORGE CO. is sent by his department to the person- 


nel director, he is referred to the med- 
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Whether your company has plant-wide seniority or a problem complicated by depart- 


. : ical department al with rti- 
mental or job-family classifications, VISIrecord has the answer. Up-grading or bumping . : 2 , - it all pert 
procedures as well as lay-offs or recalls are made as simple as “A-B-C.” Unions — pumeeosa f organic or psy- 
welcome the simplicity of the listings and accuracy of the record. chological evidence is uncovered that 


confirms the presence of ‘a drinking 
problem, he is offered the jfacilities of 
the clinic. Although clinical aid is not 
obligatory, most problem drinkers vol- 
unteer for treatment, knowing that 
their probationary status will cost them 
their jobs unless their work perform- 
ance returns to par. 

During treatment, which lasts two 
years if necessary, no report is made to — 4 
the company. The employee’s progress 
is judged by his superiors solely 
through the quality of his work. In 
the event of a relapse, suspension is de- 
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termined on the basis of further med- 
SOLVED AT CHEVROLET ical prognosis, 
Plant medical records are of ever-increasing importance. Rapid location for use by The clinic treated 51 of its problem 


the first aid department and doctor is a must. Speedy refiling is a necessity and 
misfiling cannot be tolerated. Cards must be large enough for medical case histories. 
Follow-up for physical examinations should be simple and sure. ViSIrecord provides 


drinkers during its first year of opera- 
tion. Only 10 were failures. Forty- 


+ idle ceaiae one now have their problem under con- 
aes © Sa SNS Se ere See trol and are successfully holding down 
AN their jobs with the company. The 41 


originally averaged an absentee rate of 
13 days per year, but now average 4 
days—2 below the company average. 


Community-wide interest developing 
is | r e & or ad Early last fall, an unprecedented 

ee : 4 project in alcoholic rehabilitation was 
established under the sponsorship of E. 


I. DuPont de Nemours and Company. 
Called the Wilmington (Delaware) As- 
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Increase Production Per Worker 
25 to 55% 


Solve record keeping problems with production line speed with 
ROL-DEX by Watson. Records rol] to seated operator on silent 
ball bearings. Use your present records. ROL-DEX is adaptable to 
both small and large quantities of records. Inquire — now! 





* Pat. and Pats. Pending 


; WATSON MANUFACTURING CO., Inc. 
1 Rol-Dex Division, Dept. M-11 

: Jamestown, New York 

1 Please send me information about ROL-DEX record units. 


ROL-DEX 
pays for itself 


in direct savings 


| 

to you. SIEINN , «sng ORR ck wlan acevo Peo own cg 
; Name .... at , Title Ne eee cet 
Street Zone 
ab SE SP let ene ene ae State 
’ 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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sociation for the Study of Alcoholism, 
it solicits the support of all interested 
organizations and individuals on a com- 
munity-wide basis. Programs feature 
public lectures on the problems of alco- 
holism, research into causes and con- 
sultation facilities for those individuals 
needing help. 

While not enough time has elapsed 
for concrete results to be determined, 
this attempt to treat the problem on an 
level is being 
the 
It has long been their con 


integrated community 


welcomed by authorities in alco- 
holic field. 
tention that industry itself would bene- 
fit most if the family, churches, schools 
and similar institutions would join 
hands to attack the roots of the entire 
complex of problem drinking. 

As is true of most chronic diseases, 
the drinker 


chance to recover the longer his condi- 


problem has a poorer 


undiscovered, while his 
the 
nosis if “nipped in the bud.” 


tion remains 


ailment has most favorable prog- 
For this 
reason, current research into alcoholism 
is turning its sights upon the question 
of prevention—a question having es- 
pecial relevance for industry, as seen 
by the following case history presented 
at a recent meeting on “Problem Drink- 
ing and Industry” at the New York 


Academy of Medicine. 


The wrong way means trouble 

No. 242 was a 39-year-old executive 
with 17 years’ company service.  Start- 
ing work at 22, he made excellent prog 
ress in the sales and research depart- 
ments for ten years—and then a family 
tragedy struck. Althoueh weathering 
this for awhile, he began having job 
difficulties and his alcohol intake rose 


He 


was finally brought to the attention of 


from a social to a problem level. 


management, a complete failure. He 
was hospitalized briefly and then re- 
turned to his job, where every consid- 
eration was given, but still to no avail. 
Then a transfer to a new work assign- 
ment was tried, also with no success. 
The next step was administrative disci- 
pline. When this failed, he was trans- 
ferred to a menial position on hourly 
wages. Finally, he was terminated. 
The point made about this case is 
that it reveals management’s mistake in 
not acting upon the first obvious signs 
of this employee’s problem, when con- 


structive therapy could have been un- 
dergone. Once the crucial point is 
past, neither sympathy, discipline, nor 
transfers can lead to rehabilitation. 

In the forefront of preventive devel- 
opments is the Yale Center of Alcohol 
Studies. Here’s what its director, Dr. 
Selden D. 
the importance of a preventative ap- 


Bacon, recently said about 
proach for industry: 

“The core of an industrial program 
not the re- 


to combat alcoholism is 


habilitation of cases (but) is the 
discovery of early cases, the develop- 
ment of an atmosphere and of tech- 
niques to make remedial action avail- 
able and attractive, or, for cases not 
susceptible to such treatment, get them 
out of the company before rather than 
after the damage is done.” 

For concerns setting up preventive 
programs of their own, Dr. Bacon sug- 
gests that these five points be borne in 
mind: 

1. In any company, it is actually a small 
number of individuals from whom a 
large proportion of problems stem. 

2. There is a means available for dis- 
covering this number. 

3. There is a means for distinguishing 
those who can be rehabilitated by prac- 
tical, tested methods. 

4. There is a means for catching cases 
in earlier and earlier stages, leading to 
prevention. 

5. The 


pensive, nor should they be incompat- 


means are not esoteric, eXx- 


ible with policies on 


cedures. m/m 


company pro- 


"worth 
Coffee plays a production role: 


A survey was made recently which 


pointed up the beneficial effect ol 
the coffee break on employee morale 
and efficiency. It disclosed how 1,160 
companies regard coffee breaks as a 
production tool: 


82° noted reduction of worke1 


fatigue 


75% noted improved morale 


om 


62% noted increased worker pro- 
ductivity 
32°97 noted reduced accident rate 


21% noted reduced employee 
turnovers 

16% noted reduced scrap 

15% noted reduced waste 


absenteeism. 


repeating" 


12% noted reduced 


methods 
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Me Thousands of inquiries 
arrive at the publication offices of Prod- 
uct Design & Development every month 
from engineer-readers who want more 
information about the technical prod- 
ucts, services and literature described 
in the magazine. They want immedi- 
ate information to help solve their cur- 
rent design problems. Product Design 
& Development can’t undertake answer- 
ing directly, of course, because of the 
many products available. Instead, we 
forward the questions to the appropri- 
ate manufacturers by means of photo- 
copying. 

Ihe basis of our method is a stand- 
Each editorial 
item and advertisement carries a key 


ard business-reply card. 
number to invite inquiry. When more 
information is wanted, the  reade1 
circles the particular number on: the 
postage-lrec card bound into each issue. 
He fills in his name, title, company and 
address, then merely drops the card in 
the mail. 

received, they are 
Depart- 
ment to weed out those not likely to be 


When cards are 
screened by the Circulation 
legitimate requests. For example, if a 
reader fails to fill in his job-title, the 
card is returned to the sender, along 
with a form letter asking for the miss- 
ing title. If an unusually high numbe1 
of items have been circled, say 50, or 
if the card is embellished with a decora- 
tive floral pattern, a telephone check 
usually reveals whether the reader was 
frivolous. 

After initial screening, about 5,000 
cards each 


remain to be_ processed 


month. On the average, a reader asks 
for information on five separate items, 
making a total of 25,000 


Handling this 


inquiries 


monthly. tremendous 
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volume of inquiries, of itself, intro- 
duces the possibility of errors—besides 
such considerations as speed, cost and 
simplicity of processing. 

Several systems are possible. We 
might buy automatic punch card equip- 
ment, make up master cards from our 
reply cards and do a fine job. Because 
photocopy reproduction is a facsimile 








by Mario Di Pietro 


Supervisor, Reader Service Department 
Product Design & Development 


Photocopy your volume inquires 


TRADE MAGAZINE COPIES 25,000 INQUIRIES MONTHLY WITH SMALL STAFF 
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Engineered " 


for Office 
Efficiency... 






Over half-a-hundred better- 
built office necessities! 





12 IBMR 
In-and-Out Board 


LIT-NING CREATIVE ENGINEERING* 
gives you a new stainless steel in-and-out 
board that provides time of return infor; 
mation for 12 men that can be read at a 
glance from both sides. Can be easily ex- 
panded. Message rack may be purchased 
separately, 


LIT-NING 
ENGINEERING* 
SAVES 1/3. __ 
VERTICAL SPACE 

in this heavy gauge 
steel all purpose file. 
Rubber feet protect 
the desk. Hammer- 
tone grey or office 
green baked-on finish. 





ENGINEERED* FOR 
VERSATILITY, 
this Lrr-Ninc Execu- 
tive copy holder 
line-spaces sheets, 
telephone books, 
magazines. Re- 
versible type scale 
measures and cen- 
ters headings. Col- 
lapsible. Hammer- 
tone grey baked-on 
enamel finish. 






Executive 
copyholder 


Erenin 


Factory Fresno, 
California 


LIT-NING PRODUCTS CO. 


PRODUCTS CO. 


Sales Offices 

3907 Duquesne Ave. 
Culver City 

Calif. 








3907 Duquesne Avenue 

ela City, geveged : ; poate oy 
end me your free catalog o 

LIT-NING better-built office CATALOG 








necessities 





Firm name 





Address 





My Office Supply Dealer is 
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| 
| 
| 
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| My name 
| 
| 
| 
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can do the work of three 


of your accounting 


Time and again, in situations like yours, a 
Burroughs Sensimatic has tripled the volume 
and variety of accounting work an operator can 
ordinarily do. Your own bookkeeper, teamed 
with a Sensimatic, can give you the complete 
records you need—up-to-the-minute, depend- 
able records of each phase of your business. 

All this results from the Sensimatic’s exclusive 
sensing panel . . . tailored to speed any combi- 
nation of accounting jobs you require. To 
change from job to job, just turn a knob! 


\ 


with efficient mechanization 


for just $17.41 a month 





When your system or requirements change, 
just change sensing panels, not the machine; 
it’s as simple as that! 

You'll find it very easy to apply complete 
Sensimatic accounting to your business . . . and 
for just $17.41* a month! Call the nearest 
Burroughs branch listed in the yellow pages of 
your telephone directory or write Burroughs 
Corporation, Detroit 32, Michigan. 


*Using average aepreciation rates 











ONE SENSIMATIC COST RECORDS « INVENTORY CONTROL +» ACCOUNTS RECEIVABLE 
Snisdies all thied jobs: ACCOUNTS PAYABLE * GOVERNMENTAL REPORTS + PAYROLL 








Burroughs 


Accounting Machines 


Wherever there’s business there’s 


~ 


ensimatic 
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method and every copy is an exact du- 
plicate of the original, the only poten- 
tial source of error lies in human han- 
dling. We reduce this human error to 
a minimum by our sorting system and 
by checking at two stages in the process. 

Other methods of transcription 
which we investigated involved de- 
ciphering the reader’s writing at some 
stage in order to retype it. And auto- 
matic equipment requires a sizable in- 
vestment, disproportionate to our needs. 


Lowest number controls sorting 


After circulation screening, reply 
cards reach the Reader-Service Depart- 
ment. Here they are sorted into an 
open vertical file according to the low- 
est number circled by the reader. When 
a batch has been sorted, all cards in 
slot #1 are placed on “masking” tape, 
seven at a time. Only the information 
at the top of the card is exposed, each 
card overlapping the one preceding. 

Two such rows of seven comprise 
one print. Two prints, or 28 individ- 
ual cards, can be made in the photo- 
copier every 30 seconds. The machine 
produces an _ intermediate negative, 
black-on-white, by a “‘wet-contact” proc- 
ess, for which no darkroom is needed. 

After the intermediate print is 
washed and dried on a rotating drum 
dryer, all cards are unstripped and re- 
sorted according to the next lowest 
number circled by the reader. The in- 
termediate, in turn, goes on to a dry- 
contact process machine which makes 
as many prints as needed. Final prints 
are sent out to the companies for action 
and follow-up. 

Here’s an example: a card arrives 
with numbers 1, 27, 92 and 609 circled 
by the reader. It is placed in the ver- 
tical file according to the lowest num- 
ber, +1. Operators process all the 
cards in slot #1, as described above. 
After processing is completed, the card 
is placed in slot #27. Operators con- 
tinue photocopying, following the slots 
in numerical order, 2, 3, 4, 5, etc. When 
slot +27 is reached, the card is again 
processed. This will make an inter- 
mediate print for the product whose 
key number is 27. After completion, 
the same card would go to slot +92 
and wait for the next cycle. 

In this manner, a card is photocopied 
as many times as there are numbers 
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Tvs the new Morris miracle SAFE-T- 
SET with the exclusive safety feature. 
Tip it...tilt it...turn it upside down. 
Won't spill. Won't leak. It’s Puddle- 
Proof! The Morris SAFE-T-SET be- 
longs on every office desk. Saves soiled 
clothing, spoiled tempers. Handsome 
modern design in your color and the 
pen with a point in your favor,a Morris 
hard-tip point. Will hold full two- 
ounce ink supply and built with office 
rough treatment in mind. The new 
Morris puddle-proof SAFE-T-SET is 
manufactured by the foremost name in 
the field of matched desk top equip- 
ment. Your stationer can supply you. 
See him today. 


BERT M. (Morris Co. 





8651 WEST THIRD STREET, L.A. 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 
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circled on its face. One negative is 
made for every 14 inquiries per item: 
if item #1 prompted 28 readers to ask 
for information, we would make two 
negatives. 

Copying is carried out on two photo- 
graphic units by a staff of six. This in- 
cludes operators, sorters, typists and 
mailroom clerks. During an average 
day, about 2,750 inquiries are handled; 
on a peak day, this climbs to 3,500. 

Information on the card (name, ad- 
dress, title, company) is sent to the 
manufacturer of the product, his ad- 
vertising agency and, if desired, to com- 
pany sales offices. Since every inquiry 
is copied two or three times, reader- 
service turns out about 65,000 inquiry- 
copies every month. 


Why it is better than other systems 

Photocopying works out well for 
many reasons. Of primary importance, 
at least to us, is the inherent accuracy 
it provides. We pass on as much infor- 
mation as we receive, as accurately as 
received. 

At the company receiving the photo- 
copy, salesmen have an actual facsimile 
of the inquiry as written. Deciphering 
scrawled names is left entirely to them, 
a relatively easy matter when they call 
on the inquirers’ firms. In addition, 
our own salesmen have copics of 
quiries when they call on prospective 
advertisers. 

Another advantage is the ease with 
which multiple copies can be made. 
When working from a master negative, 
every copy is equally legible and no 
carbons are needed. We retain master 
negatives for 18 months as a permanent 
record. This file permits us to supply 
additional prints at any time during 
that period at a very nominal cost. 

A single inquiry-copy costs only 314 
cents to make, including materials, 
labor, rent, amortizing equipment, etc. 
There is no large capital investment 
for machinery, no darkroom space and 
technically trained personnel are not 
required, 

Furthermore, any routine photocopy- 
ing needed by the firm—letters, sales 
notices, forms, etc.—is produced on the 
same equipment during slack periods. 
If their cost was estimated and pro- 
rated, cost-per-inquiry-copy would be 
correspondingly lower. m/m 
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CORPORATION 


4, “4 
. /ReimbanpA your men in the fidld “sh D) 


: 1 LA 
effihLbdly: cconopaicallyy vu Di dh + Upr i 
ae arid in ified amounts — 


through the TRAVELETTER system 
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Eliminate expense checks 

Provide sound control of traveling expenses 
Save accounting time 

Reduce cash advances 

Eliminate rush in approving expenses 
Prevent lost time — and lost orders 


Build morale among your representatives 


TRAVELETTER will do all these 
things for you, and save time and 
money besides! If you regularly 
reimburse men in the field — write 
for our completely descriptive bro- 
chure. See for yourself the com- 


panies which keep our renewal rate 
at the 96.5% level! 





some TRAVELETTER users 
Wm. Wrigley, Jr., Co. .... since 1905 


Binney & Smith Co. ....... since 1925 
R. G. LeTourneau, Inc. .... since 1932 
A. C. Gilbert Ce. ...........: since 1934 
American Cyanamid Co. .. since 1935 
Wit, TAts cies: since 1944 


— and there are sienenel thousand 
more, large and small. 
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WITH THE NEW, FULLY AUTOMATIC, 
REMINGTON RAND PRINTING CALCULATOR 


This new, printing calculator automatically multiplies, di- 
vides, adds and subtracts amounts up to ten trillion. It 
proves and prints every calculation on the tape. It’s the first 
fully automatic printing calculator with all these features: 
Automatic multiplication 

Automatic division 

Automatic credit balances 

Simpla-tape ... printed proof in black and red. 

10-Key touch addition and subtraction...for faster operation. 
Constant key ... the exclusive multiplication “memory” feature. 
Automatic Total Control...indwidual or accumulative totals. 


Two-color ribbon... totals, subtotals and credit balances in red. 


FREE! Ask your Remingten Rand Representative 
for an eye-opening demonstration, or send for 
your copy of the “show how” folder illustrated 
here. Write Remington Rand, Room 1872, today. 
Ask for C669. 





PROFIT-BUILDING IDEAS FOR BUSINESS * 315 FOURTH AVENUE, NEW YORK 10, N. Y. 
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Thought Starters come from our readers, for the most part. Each one deals with a 
“practical solution to a management problem.” The Editor invites contributions—which 


are paid for at our normal space rates. 
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Gummed label helps screening 
in direct mail campaigns 


A gummed, addressed label and a 
stamped return envelope are the basis 
of a money-saving direct mail cam- 
paign. 

The Audograph Company recently 
wanted to circulate costly promotional 
booklets, but wanted to make sure it 
reached interested parties only. They 
sent out a short note with a shipping 





wnen — The Awdagraph Company of New York 
S22 Ftfth Avomne 
New York 17, New Yack 
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label addressed to the addressee and a 
stamped reply envelope addressed to 
themselves. The note explained that 
if the recipient wanted a copy of the 
booklet, he had merely to return the 
label. No checking off or letter writ- 
ing of any kind was required. The 
results proved satisfactory in the num- 
ber and calibre of responses. 
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Money handling system 
saves 180 man-hours a month 








Eighteen ticket agents working in the 
National Airlines terminal formerly re- 
quired 30 minutes daily to count and 
turn in their cash. In addition, each 
agent needed a 2’ x 3’ cash drawer. 

With a new self-service system, check- 
in and check-out time is cut by two- 
thirds, most of the cash drawers have 
been eliminated and a safe is provided 
for overnight protection of cash. The 
money handling system was designed to 





solve the problem encountered by air- 
lines, railroads, bus lines, toll roads, 
large and small retail stores and other 
types of businesses which have many 
persons handling tickets and cash in 
one location. 

The unit used by National consists 
of a custom-made safe divided into two 
sections, the upper half for ticket 
agents’ change funds and the bottom 


half for deposit of daily cash receipts. 


The top section has a capacity for 30 
individually locked safe deposit com- 
partments, each containing a cash box. 
Each ticket agent is assigned a box and 
is given a cylindrical key which cannot 
be duplicated. For audit purposes, 
there is a master key which opens all 
boxes. If an agent fails to insert the 
box into the safe, an easily visible red 
button signals that fact immediately. 

Wrapped currency is deposited in a 
special slot in the upper portion of the 
safe and it drops into a locked deposi- 
tory in the lower half. All deposits are 
picked up daily by an armored car 
service, which opens the lower part of 
the safe and transfers the currency en- 
velopes to National’s bank. 

The airline maintains three shifts 
daily at its counter and the unit allows 
rapid shift changes, saves space and pro- 
vides complete protection. 
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Line drawing effect through 
photo conversion process 








A simple photographic technique for 
converting a continuous tone image 
into a line drawing has just been per- 
fected. 

The conversion, which results in an 
effect similar to that of a pen-and-ink 
drawing, may be produced from any 





natin 
ly detailed negative. No art work 





sharp 
is necessary to prepare most pictures 
for such reproduction. Photomechani- 
cal reproduction of illustrations for 
general industrial and other purposes 
without the use of a half-tone screen 
is made possible. 

In operation, the process combines a 
negative with a positive of nearly equal 
contrast, so that the positive in effect 
acts as a mask for the negative. The 
negative and the positive are then 
taped together in register and placed in 
contact with a sheet of special film. 
The film is then exposed either by rap- 
idly spinning the printing frame under- 
neath a fixed light or by rotating a 
movable light above a stationary frame. 
Either method allows some light to 
work its way around the edges of the 
mask and negative and produce a line 
image on the film. 

This method is quite distinct from 
solarization methods of producing out- 
lines or from the pseudo-relief effect 
obtained by using a negative and a 
positive slightly out of register with 
each other. 

For a free booklet outlining the proc- 
ess in detail, Circle number 502 on the 
Reader Service Card. 
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Scaffolding attachment 
facilitates and speeds 
plant maintenance 


A scaffolding attachment to be used 
on electric fork trucks was recently 
designed to facilitate plant mainte- 
nance. 

This attachment can be used by the 
maintenance department for both in- 
side and outside repairs and for hard- 
to-reach trouble spots. 

The lift truck’s forks slide into 
sleeves on the underside of the scaffold, 
holding it securely. A ladder built in- 
to one side of the structure makes it 
easy to reach the platform when the 
forks are down. A high guard sur- 
rounds the platform for safety. 

A novel feature is the remote control 
via the cable seen in the photo. ‘The 





truck is parked, automatically braked 
and with the lifting and lowering re- 
mote control, the man can raise and 


lower himself as desired. It is a one 
man operation. 

For more information on other uses 
of this equipment, Circle number 494 
on the Reader Service Card. 
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EXECUTIVE DANGER ZONE 


When is an executive worth 
a better office? 


Upper income surveys indicate that large per- 
centages of staff and line management operate 
in substandard executive environment. 


A simple working formula is that a better office 
is due an executive: 


(1) When his working surroundings lower his 
position of prestige and leadership with 
employees affected by his decisions. 

(2) When executive confidence is affected. Self- 
assurance, sometimes the final element in 
good or bad decisions can be weakened by 
an atmosphere of conflicting values. 


At what level do your salaries call for more 
appearance effort ? 


“How much an executive 
should cost in office 
investment.” 


THE JASPER DESK CO., JASPER, INDIANA 


Send coupon for free chart: = 
M-14 — 


NAME Seas 2 


ADDRESS 





CITY 
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Addressing labels now a by- 
product of tabulating system 


A time-saving method of addressing 
multiple shipments uses a continuous 
label imprinted on tabulating equip- 
ment. Until recently, “stencil-labels” 
were typed as a by-product of the nor- 
mal typing required on one-time car- 
bon unit sets or continuous invoice or 
bill of lading forms. Many organiza- 
tions speeded the handling of multiple 
shipments through this method. 

To solve a specific problem, the 
Durkee-Atwood Company of Minne- 
apolis, Minnesota, came up with a new 
adaptation of these labels on tabulat- 
ing equipment. ‘They previously used 
gummed labels on certain orders which 
were addressed and then affixed to the 
cartons. 

Other orders were addressed by 
the use of a chopout stencil and 
fountain brush. They have now elim- 
inated all gummed labels and chopout 
stencils and in their place use a label 
printed on the carton. This is done 
by the carton manufacturer at no addi- 
tional cost at the time the other identi- 
fying or advertising material is printed 
on the carton. This becomes a perma- 
nent part of the carton and eliminates 
afhxing gummed labels or the use of 
the slow, laborious stencil and brush 
method. 


On first consideration, the com- 
pany thought that the carriers who 
handled their merchandise might ob- 
ject to the considerably reduced size of 





24 





Now-—for every office 


_a new high-speed 


irect copying machine 





OZALID 


(Circle 420 for more, information) 
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Save Time, Work and Money with 
the new, Small, Compact 






“410 


F.0.B. Johnson City, N. Y. 





Copies anything typed, drawn, written or printed 
on ordinary translucent paper 











You can have your first copy in seconds, or more can be placed in every department for on-the- 
than 200 copies in an hour . . . at less than 14% spot copies. It occupies no more desk space than 
cents per letter-size copy. a typewriter. 

Any girl in your office can quickly learn to Begin now to save time, work and money 
make clear, exact Ozalid copies. And there are with direct copies by the new low cost Bambino. 
no stencils or negatives — no messy inks or Your nearest Ozalid representative is listed in 
smudged copies; no retyping; no proofreading. your Classified telephone directory under “ Dupii- 

The Bambino operates in full daylight . . . cating,’ phone him today or mail coupon below. 


Johnson City, N. Y. A Div. of Gen’l Aniline & Film Corp. ‘From Research to Reality.” Ozalid in Canada—Hughes Owens, Ltd., Montreal 


Write today for full de- 
tails on the amazing new 
BAMBINO by Ozalid! 





OZALID, Dept. MM 14 
General Aniline & Film Corporation 
Johnson City, N. Y. 


ex 


Gentlemen: 

[) Have your representative call 

C1) I would like to learn more about the Bambino 
Name 


Company 


Your position 


City 


Sic: ces cca :dine com> cns: Geni cen iy eins ceo 0hcs ely bus A 
(Circle 420 for more information) 
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the address which is limited to billing 
or tabulating machine type sizes, as 
compared to the larger one inch letters 
of the brush-stencil method. However, 
when the carriers saw samples of the 
new cartons with the imprint on the 
box, they felt it was a more acceptable 
practice than the old method. 

A continuous strip of stencils on a 
parchment carrier sheet which is 
punched marginally for use on various 
kinds of feeding devices was used. A 
system was devised of running the in- 
voices first from the pre-punched cards 
and then re-running the same stack of 
cards in the same sequence after the 
continuous stencils were inserted into 
the machine. The tabulating machine 
was set so it would pick up only the ad- 
dress section, together with the pur- 
chase order number, Durkee-Atwood’s 
invoice number and carrier. All other 
cards were by-passed with the result 
that this re-run took a very small per- 
centage of the time required for the 
first run. After this second run, the 
stencils were attached to the shipping 
copies of the previously run invoices 
and sent to the shipping department. 
iWere the stencil was applied to the 
very simple hand applicator as an or- 
der was filled and the boxes in the ship- 
ment were addressed merely by tapping 
the address into the center section of 
the label panel. 

At the present time the Durkee-At- 
wood Company is more than happy 
with the definite savings in time which 
have been the result of the new method 
of addressing multiple shipments. 
There was no change necessary in the 
regular procedure of the tabulating ma- 
chine invoicing and the only adjust- 
ments necessary were on the type pres- 
sure bar and a change in the platen. 

For more information on special 
problems, Circle number 495 on the 
Reader Service Card. 
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JY Is it simple to operate? Only 
with the new Gestetner 260 can 
you merely set the ink-density 
selector, dial the number of copies 
desired...and let the machine 
do the rest! 


7 Is it clean to operate? Only 
Gestetner uses paste ink —from a 
tube that clips into the machine. 
No pads, cans, brushes—no fuss 
or mess. 


Jf A range of colors — easily 
changed? Only Gestetner offers 
more thon a dozen attractive col- 
ors which can be changed quickly, 
easily — with no need to wash 
rollers or drums! 





Nothing like it...Gestetner Model 
260, the only duplicator with Contin- 
umatic Inking. JY Is the price right? Most people 
are genuinely surprised at the 
Gestetner's low price —for a ma- 
chine so beautifully designed, so 
sturdily built, with so many unus- 
val advantages. See for yourself! 


There is only one way to be sure you are getting the duplicator that 

best fits your needs . . . compare! If you don't know the name of your 

nearest Gestetner dealer, use the coupon below. It will also bring 
| your copy of a new booklet that will be valuable no matter what 
| kind of duplicator you purchase. 








DUPLICATING AT ITS FINEST .. . 


~ Goileljer- 


SALES AND SERVICE FROM COAST TO COASi 


Gestetner Duplicator Corp., Dept. 27, 
50 McLean Ave., Yonkers 5, N. Y. 


Gentlemen: Please send me o copy of your new booklet "30 Ways to Get the 
Most from Your Duplicating Equipment.” 


SINCE 1881 





Name 





Company 





Address 





City, Zone, State 
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How to get labor coos AAT 


MAINTAIN DAILY MANAGEMENT CONTROL OF LABOR COSTS 


by Mario R. Funari 


Ass't. Comptroller, The Weatherhead Co.* 


Ges \Eost management 
men have said to their accountants, at 
one time or another, ‘““The reports are 
fine, but by the time we get them, the 
facts and figures are stale.” This criti- 
cism is justified in most cases. It is my 
belief that any cost which management 
can control on a day to day basis 
should be reported to them daily. One 
element of manufacturing cost which 
lends itself perhaps most readily to 
daily analysis and control involves all 
factory labor costs, namely: direct and 
indirect labor. The contents of this 
article are devoted entirely to some of 
the practical accounting techniques in- 
volved in controlling factory labor costs 
and reporting it daily. 

Many accounting departments are 
organized solely to produce monthly 
profit and loss statements which inform 
management of the results of opera- 
tions only twelve times a year. How- 
ever, many companies, recognizing that 
their businesses are not static, but fluc- 
tuating from one day to the next, have 
requested and received daily profit and 
loss statements from their accounting 
departments. By that, I do not mean 
exact dollars and cents statements, but 
reports which indicate the rate and 
direction of change which is all that 
management is seeking. 

I feel certain most readers will agree 
that an expense which is being re- 
ported to management 250 times each 
year is more easily controlled than if 
this same expense is reported only once 
a month. In many marginal businesses, 
this daily approach to accounting tech- 
niques appears to be the only practical 
solution to “getting the sick patient 
back on his feet.” At first, the thought 








*Formerly, Supervisor of Industrial Account- 
ing, Rockwell Manufacturing Company. 


of preparing daily profit and loss state- 
ments may seem frightening to many 
readers, particularly, of course, the ac- 
countants who would have to shoulder 
the responsibility. But, with standard 
costs, budgets, and daily labor cost con- 
trols, the task is not as impractical as 
it first may appear, provided no at- 


‘ 


tempt is made to “split hairs” or ‘‘bal- 


ance-to-the-penny.”’ 


Preliminaries to daily control 

Our company, with nineteen sepa- 
rate manufacturing plants, has been 
operating with standard costs and budg- 
ets for some years and, while we recog- 
nize the control value of such systems, 
it is our opinion that they can and 
should be supplemented to achieve a 
finer degree of control through the in- 
stallation of daily controls particularly 
on factory labor costs. In the past sev- 
eral years, we have had the opportunity 
to evaluate the results of such daily 
controls and can report that very 
handsome dividends in the form of re- 
duced direct labor and overhead costs 
have been realized. 

Upon deciding to report all labor 
costs on a daily basis, it was quite 
evident that changes had to be made 
in our accounting and payroll depart- 
ments which until then were organized 
primarily to see that each employee 
received his paycheck properly com- 
puted by payday. 

Generally speaking, the labor cost 
distributions were prepared after the 
checks were written and issued. It was, 
therefore, obvious that the first change 
necessary for the establishment of daily 
labor cost controls was to revise the 
thinking of the personnel in the payroll 
department with regard to their most 
important function, which is to furnish 
management with a report today of 


methods 


what the company received for each 
payroll dollar earned by the employees 
yesterday, so that corrective steps could 
be taken immediately if fair value was 
not being received for payroll dollars 
spent. 

Daily labor control reports must 
naturally begin with the time-keeping 
department, whose functions must be 
organized so that all payroll job tickets 
are received by the payroll department 
by no later than nine o’clock the fol 
lowing morning. In many cases, we 
found that the tickets were not turned 
in to the payroll department until two 
and possibly three days after the end of 
the payroll day which, of course, im- 
mediately defeated any opportunity for 
effective reporting of labor costs. 
Realizing the importance of speed in 
getting the job tickets to the payroll de- 
partment as soon as possible, manage- 
ment has authorized overtime, when 
necessary, for the timekeepers to meet 
the schedule deadline. The labor 
tickets which are completed by noon 
each day are turned in to the payroll 
department then (see Exhibit 1). 

The timekeepers are furnished with 
pre-addressographed job tickets, for al] 
employees, which are pre-punched for 
clock number. All job tickets are com- 
pleted by the timekeepers by inserting 
the following information: Department 
Number, Labor Class, Product Code, 
Elapsed and Actual ‘Time, Pieces 
Started, Rejected and Paid For. Siand- 
ard Time Per 100 Pieces, Part Num- 
ber, Order Number, Operation Num- 
ber, Machine Number, Part Name and 
Operation Name. 

When the job tickets are received in 
the payroll department, they are first 


punched for all required information 
after which the incentive direct labor 
tickets are sorted out and immediately 
extended to determine which employees 
failed to earn their guaranteed base 
rate while working on incentive. As 
these tickets are being extended, the 
non-incentive or day work direct labor 
tickets are sorted out and given to a 
cost clerk for the application and ex- 
tension of standard direct labor costs 
to each ticket. The standard labor cost 
is applied to the incentive direct labor 
tickets after the “incentive failures’ re- 
port has been prepared. 

When an employee fails to make out 
on a given job, the payroll clerk pre- 
make-up” ticket 


“é 


pares what we term a 
to bring his earnings up to his guar- 
anteed base rate and keeps it and its 
job ticket apart from all other tickets 
for the preparation of the first of three 
daily labor cost control reports issued 
to management. 

Before noon each day, the payroll 
department issues to the general man- 
ager, superintendent, chief industrial 
engineer and all production depart- 
ment foremen, a report titled “Daily 
Listing of Employees Who Did Not 
Make Out on Incentive Jobs,” show- 
ing only those employees who failed to 
earn at least their base rate while work- 
ing on an incentive job. This report is 
compiled directly from the job tickets 
set asicie as indicated above and is pre- 
pared in pencil on a hectograph master 
so that ample copies can be secured 
from one writing (see Exhibit 2). 

The report outlines in considerable 
detail what the employee did and it 
then becomes the foreman’s responsibil- 
ity to furnish the superintendent with 


Exhibit 1—Labor Job Ticket 
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XEROGRAPHY AT BELL AIRCRAFT CORPORATION 
SPEEDS PAPERWORK! 








December 12, 1953... Bell X-iA flies at record speed of 1650 miles per hour 


How KEROGRAPHY 
Cuts Duplicating Costs 335 0 


FOR BELL AIRCRAFT CORPORATION 


THE BELL X-IA is the world’s fastest airr!aie. 
Xerography is the world’s fastest, most versatile way 
to copy original material on to paper masters for 
offset duplicating. 

Bell Aircraft Corporation cuts duplicating costs 
333% and speeds production of a vast variety of 
paperwork by using paper masters prepared by 
xerography. 

Forms, letters, bulletins, charts, graphs, manuals, 
engineering drawings, government regulations or 


SOME USERS IN 
DIFFERENT FIELDS 


AUTOMOTIVE 
Ford Motor Company 


BUILDING MATERIALS 
National Gypsum Co. 


CHEMICAL 
Ciba Pharmaceutical 
Products, Inc. 


anything written, typed, drawn or printed can be sain of Nebraska 
reproduced with photographic accuracy in about 3 GOVERNMENT 

minutes on to an offset paper master for run off of Federal, State, City 
multiple copies on an offset duplicator. Original INSURANCE 


America Fore Insurance 
copy may be enlarged, reduced or reproduced same Group 


size by xerography in XeroX Lith-Master* copy- MANUFACTURING 
; ‘ . AS ‘et Wallace Barnes Company 
ing equipment. With xerography, copies can be cumnnin 
made from one or both sides of original material. Aluminum Company of 
: — hi : America 

I or use in diazo type machines, transluc ent inter OPTICAL 
mediates can be made from any original subject in Bausch & Lomb Optical Co. 
the same speedy way. PETROLEUM 


Atlantic Refining Co. 


PUBLIC UTILITIES 
Peninsular Telephone 
Company 


There is no limit to the versatility of the dry, 
electrostatic, direct positive xerography process in 
paperwork duplicating applications. 

*A trademark of The Haloid Company 

2. 
Write for ‘proof of performance” folders showing how companies of all kinds are cutting 
costs and saving time with xerography. For instance: Certified Grocers of California, Ltd., 


saves $15,000 a year on Price List Order Book alone. H. L. Green Co., Inc., saves 
$9,600 a year and speeds merchandise information and price lists to its chain of stores. 


THE HALOID COMPANY 


54-98X HALOID STREET © ROCHESTER 3, N. Y. 
CANADA: The Haloid Company of Canada, Ltd., 728 Bay St., Toronto 2, Ont. 


XEROGRAPHY 
The fastest, cheapest, most versatile way fo make masters 


(Circle 412 for more information) 
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BUSINESS EXECUTIVES 
find answers to 
many problems in 


to use envelopes to 
improve business 


WHAT 


types and sizes 
of envelopes to use 


WHY 


it pays to use 
U.S.E. Envelopes 


Checking the tensile strength of U.S.E. 
envelope paper. 








Envelope blanks are precision die-cut. 


Selling envelopes is like driving a car — there are 
three speeds forward: HOW, WHAT and WHY. 
But until customers understand WHY it pays to 
buy good envelopes, the sale may have to rattle 
along in low (price) gear, where nobody makes money! 

How about using an automatic shift? U.S.E. gives you just 
that in the “Handbook,” which helps you move smoothly and 
easily through the HOW and WHAT; and in the book “What’s 
in it for me?” which shows WHY it pays to specify U.S.E. 
Epvelopes on every job. 













r you on every customer. It will help 
the “price” ones and keep the-others sold. 


The world’s largest manufacturer of eee which backs you 
with the famous U.S.E. Guarantee . . . and your envelope supplier, 


who can give you the Handbook and the book “What’s in it fof me?” 
and is ready to show you what's in it for you. 
gre 5 
UNITED STATES * 


ENVELOPE COMPANY Springfield 2, Mas assuchy setts 


15 Divisions from Coast to Coast 
(Circle 411 for more information) 
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DAILY LISTING OF 
Date 


Part Oper { Pcs. 


DID NOT MAKE OUT ON INCENTIVE JOBS 


Incen- Base Amount 
Act. tive Pay of Make 


Number No. | Prod .|Hours | Hours | Earnings| Earning} Up Pay| Reason for not Making Out 








Exhibit 2 


an explanation as to why the employee 
failed to ‘make out.” Our company 
feels, as do other companies, that its 
incentive rates are set fairly and that 
it is not unreasonable to expect the 
employees working on incentive, when 
they apply the proper amount of ef- 
fort, to earn an amount equal at least 
to their base rates and in most cases 
20% to 25% above their base rate. 

The primary reason for getting this 
report into the hands of the foremen 
as soon as possible each day is to en- 
able them to correct immediately the 
causes for incentive failures and there- 
by salvage performance on the re- 
mainder of the manufacturing order 
which may yet have four or five days 
to run. Quite often the foreman, with 
the aid of the industrial engineering 
department, can raise an employee’s 
efficiency above 100% merely by check- 
ing the feeds, speeds, methods, setup, 
etc., being used by the employee. After 
the job has been completed, it is again 
too late to find out that the employee 
failed to “make out.” Hence, the stress 
on speed in issuing this report. 

When the foreman has completed 
the column headed “Reason for Not 
Making Out,” the reports are sent to 
the superintendent’s office for further 
analysis. “The employees who consist- 
ently fail to “make out” are noted and 
the repeated occurrences entered on 
their personnel records when the rea- 


son furnished by the foreman is within 
the employee’s control. 

This report has resulted in the re- 
duction of “make-up” costs in all of our 
revised payroll installations. In one of 
our most recent experiences, the 
“make-up” pay was running $125 per 
day. After only five weeks, this cost was 
reduced to approximately $20 per day. 
We realize we can never hope to elimi- 
nate this type of expense entirely. How- 
ever, if we are able to reduce it to a 
minimum and hold it there, we feel 
our goal has been achieved. 

The psychological effect this report 
has on everyone from the general man- 
ager on down to the employee on the 
machine can readily be seen. The em- 
ployee knows if he fails to “make out” 
he must answer to his foreman. The 
foreman in turn must answer to the 
superintendent and the superintendent 
in turn must answer for all of his fore- 
men to the general manager. 


What's behind high earnings 


While we certainly do not discourage 
high earnings by employees working 
on incentive, it’s been our experience 
that a certain amount of control must 
be exercised over such earnings which 
appear abnormal since any incentive 
system, if not continually policed, can 
yield some very weird and troublesome 
results. Thus, since we have already 
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Daily Analysis of Standard and Actual Direct Labor Costs by Products 





Drill Presses 


Standard 





Saws Total 
Product Code 40 All Product Codes 


Standard Actual Standard Actual 
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taken a look at those jobs on which 
incentive failures have occurred, we 
next turn our attention to the other 
extreme of the incentive system to 
check on earnings above 150% ef- 
ficiency. Such high earnings may be 
due to one or a combination of the 
following reasons: 


1. Better than normal worker. 


2. Loose standard. 


3. Change in machinery, meth- 
ods, or materials with no cor- 
responding change in standard. 


4. Incorrect piece count. 


At the end of each day’s payroll ac- 
tivities, the payroll department sorts 
out all incentive job tickets which were 
hand punched in cases where an em- 
ployee’s earned hours are more than 
150% of the actual hours taken to per- 
form the job. The tickets are turned 
over to the industrial engineering de- 
partment so that they may be advised 
of the standards which should be 
scrutinized, after which they are re- 
turned to the payroll department files. 


Distribution of total payroll earned 

Each day upon determining the daily 
earnings of each employee, a cost dis- 
tribution is prepared of the total pay- 
roll dollars earned by all hourly em- 
ployees. A sort by department, by labor 
class and by product code is made of 
all job tickets. All direct labor tickets 
are posted to a “Daily Analysis of 
Standard and Actual Direct Labor Cost 
By Products” (Exhibit 3) by depart- 
ment, labor class and product code for 
standard and actual direct labor. The 
indirect labor tickets are posted by de- 
partment and labor class only, to a 
“Daily Analysis of Indirect Labor Costs 
By Department” (Exhibit 4), after 
which the total actual labor costs, di- 
rect and indirect, distributed by depart- 
ments are totalled and balanced against 
the total payroll earned that day. 

In next month’s Management 
METHODS, we will explore the control 
of indirect labor costs, the preparation 
of the “Labor Cost Barometer” and 
the significant ratios and trends which 
it reveals. m/m 
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DAILY ANALYSIS OF INDIRECT LABOR COSTS BY DEPARTMENT 


Month 


Material Other Super. & 
Date | Rework Set-up Handling Indirect |Clercial 
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O.T. Time and /| Vacations | Maint. & 
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NOW... SHIPPING PAPERWORK 


SIMPLIFIED TO CUT COSTS 





New WEBER TAB-ON STENCIL is typed with forms, 
then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 








another MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 
1 Company tine 

| Weber | : Individual_ REL CAS  Sees Oa : 

: Title__ sunt cs : 

1 Address__ sakemeaate eee We 

system ; ct SENN Ae ee : 

WEBER LABEL AND MARKING SYSTEMS |} WEBER LABEL ABD MARKING SYSTERS : 
Div.—Weber Addressing Machine Co. 1 Dept. MM-5, Mt. Prospect, Illinois H 

Mount Prospect, Illinois Rin an ono to en eitieiiuie ab di de Gs ee OE 1 a 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER RJ-1 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 

















(Circle 410 for more information) 








Here’s a specially designed bind- 
er that will hold 12 issues of 
Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with no part of the gut- 
ter of a page hidden from view. 
The maroon, leather-like hard cover 








Binders for Management METHODS 





your order to: 
allows volumes to be stored “on 
oe oe STATIONERS, INC. 
end” in your bookcase. 


Single binder price 
ts $3.95, postpaid. Or, 
if you have back is- 
sues on hand, save a 
dollar by ordering 
two for only $6.95, 
postpaid. 

Check or money 
order must accompany 


141 East 44th St., New York 17, N. Y. 
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IMPERIAL DESK COMPANY 





30 


if 
a 


... @ carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 
Imperial dealer or write 
for particulars. 


Evansville 7, Indiana 


(Circle 406 for more information) 
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by Edward F. Reiter, Vice Pres. 


Commercial National Bank of Peoria, Illinois* 


How to choose y 


es Vat should you look 
for in sizing up a banker? There are 
five main points to consider: progres 
siveness, attitude toward your business, 
credit services offered, size of his bank 
and its management policies. 


Is the banker progressive 


As a progressive businessman, you 
naturally will want to do business with 
a progressive banker—one who keeps 
pace with changing conditions and is 
alert to the developing requirements of 
the community he serves. 

Physical appearance can give some 
indication of a bank’s progressiveness, 
or lack of it, and in this way can be a 
factor in choosing your banker. But 
don’t let “eye appeal” alone control 
your judgment. Unquestionably, up- 
to-date quarters which are clean, attrac 
tive and furnished with modern equip- 
ment may give some indication as to 
the banker’s desire to mect and please 
new customers. Likewise, the presence 
of a handy parking lot, sidewalk teller 
windows, air conditioning and modern 
lighting may give clues to the bank’s 
progressiveness. 

Nevertheless, it is always important 
to appraise physical features with bal- 
anced judgment, taking into account 
the real needs and possibilities of the 
particular situation. 

What about a bank’s employees? Are 
they reasonably young, interested in 
your problems, active in civic affairs? 
Has your prospective banker called on 
you and solicited your business, or does 
he seem to give you a cool, remote 
treatment as if he would be doing you 
a favor to accept your account? 

One of the best tests of a bank’s ac- 
ceptance of progressive ideas is the 
Is it fresh 
and imaginative, or does it tell you to 


character of its advertising. 





*This article, in part, was prepared for 
the Small Business Administration, Dept. 
of Commerce. 


do business with the bank merely be- 


cause it is a “sound institution” and 
has been in existence longer than any 
other bank in town? By and large, a 
bank is as good as its present ofhcers 
and that has very little to do with the 


executives in charge many years ago. 


Banker's approach to your problems 


When you go in to have a talk with 


a banker, you can learn a lot about 
how he would approach your problems 
by his attitude toward you and your 
business and by the kind of informa 
tion he considers important. An in- 
terested, helpful approach on the part 
of the banker can be a significant fac- 
tor in selecting the most suitable bank 
for your business. 

First of all, does the banker regard 
the prospective relationship as one in 
which he would help you to become a 
better manager? If he is an efhicient, 
progressive banker, he will be inter 
ested in helping you in this way and in 
building a continuing relationship that 
would mean profitable business for the 
bank over the years. His enlightened 
self-interest is to your advantage, too, 
for it leads to a healthy growing bank. 

In this connection, it is logical for a 
banker to be interested not only in 
having your borrowing business, but 
also in your account as a depositor. 
Both aspects of banking are “two-way 
streets.” In the first place, as a de- 
positor you have a safe place to keep 
your money plus the convenience of 
being able to transact business by 
check. At the same time, your depos- 
ited funds give the banker reserves 
against which to make loans. In the 
second place, as a borrower you gain 
access to the capital you need to oper- 
ate your business. At the same time 
the banker earns income in the form of 
interest on each dollar he lends. 


to selecting banker 


In regard g your 


with the aim of building a permanent 
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relationship, here is a fact that is well 
worth keeping in mind. You will find 
that it doesn’t pay to move very fre- 
quently from one bank to another— 
especially in days of relatively tight 
credit. The banker is only human and 


you should understand his resentment 


methods 





banker 


at losing an account to another bank 
because of a difference, for example, of 
one-quarter of one percent in the in- 
terest rate charged on a loan. If you 
were repeatedly to try one bank after 
another, you probably would not be 
welcomed back with open arms by one 
of your former bankers. He would re- 
call his efforts and services and the 
hours he spent discussing your prob- 
lems with you. And he would figure 
that these things deserved some re- 
ciprocity. 

An alert banker will want a great 
deal of confidential information from 
you. Good banking practice demands 
that he protect himself, his depositors 
and you. ‘Therefore, you should ex- 
pect him to look carefully into your 
records, needs and plans. Ideally, he 
should want to know as much about 
you and your business as you do your- 
self. Of course, while the banker is en- 
titled to all this information, he is at 
the same time obligated to keep it in 
the strictest confidence. His _profes- 
sional discretion should be as com- 
pletely reliable as that of your doctor. 

In deciding upon a banker to do 
business with, don’t think of the prepa- 
ration of detailed financial statements 
as a nuisance imposed upon you by the 
banker’s unreasonable love for statis- 
tics. ‘Take into account the fact that 
he cannot live with your business day 
by day, as you do, and that he can 
judge your financial position and prog- 
ress only through the information and 
figures which you give him. 

As a new customer, you should invite 
him to go a step beyond the examina- 
tion of your financial statements and 
make a visit to your place of business. 
In this way you can get to know him 
better and, at the same time, give him 
data with which he can serve you more 
satisfactorily. Usually, if he is at all 
interested in your business, he will 
welcome the opportunity. 

When you are in the process of estab 
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lishing a new banking connection, be 
prepared to show the banker that 
you're honest and that you have the ca- 
pacity to run your business successfully. 
In this regard, you should not feel put 
out when he checks with the mercantile 
agencies to see how you have paid your 
obligations in the past. And you 
should assume that he will ordinarily 
make inquiries in the trade and will 
ask for the experiences of other banks 
with which you have done business. 


Getting the right kind of credit 


In the days ahead, a strong credit re- 
lationship with your bank may be a 
vital factor in the success of your busi- 
ness. With a heavy demand for funds 
and the possibility of rising interest 
rates, banks may tend to be increasingly 
selective in seeking loans for income. 
Thus it may be more complicated than 
in the past for businessmen to estab- 
lish new lines of credit; so be sure your 
banker understands your particular 
needs and is prepared to service them. 

If seasonal accumulations of inven- 
tory are your problem, a loan against 
public or field warehouse receipts may 
be the answer. Although some banks 
still remain skeptical of field warehouse 
credit, most of them will lend against 
salable merchandise with an_ estab- 
lished market. 

Let us say, for example, that you 
have a sizable contract to make plastic 
cottage cheese containers for a dairy 
which plans to use them in connection 
To take 


advantage of quantity discounts, you 


with a pre-Easter promotion. 


need to buy all of the raw material in 
advance of your production schedule. 
But your supplier wants cash on or 
shortly after delivery. A warehouse 
loan will let you pay your supplier 
promptly and permit you to repay your 
bank when you deliver to the dairy. 
Will the banker go along with you on 
this sort of arrangement? 

Or, perhaps your capital is tied up in 
accounts receivable during your heavy 
selling season. If your customers have 
acceptable credit ratings, you should be 
able to pledge these accounts and get a 
loan to pay your suppliers. However, 
not all bankers will take receivables as 
security for a loan. 

Then again, let’s suppose you have a 
sub-contract to machine parts for a 








GLOBE-WERNICKE 
Safeguard Filing System 
restored him to executive duties 


IT’S TRUE as gospel! With the old 
filing set-up the Boss figured no- 
body could find what he wanted 
but himself. He was more than 
half right. But that’s what an anti- 
quated filing operation will do to 
any business. It’s a lot different 


with Safeguard. 


G/w SAFEGUARD Filing System is so 
simple even a novice can under- 
stand it—and make it work. You 
can't misfile papers unless you try 
mighty hard, because it’s actually 
more difficult to file incorrectly 
than to do it right. 


Be NX — 
ai Ge piss 


SN N76 5 Aig 
YOU SAVE TIME and motions both in 
filing and removing papers. You 
also save time and tempers for ex- 
ecutives needing filed material. 
These savings are converted into 
cash—day in and day out. 


Office Equipment, Systems 
and Visible Records 





“Meet the 


highest priced 
filing clerk 






in the world— 
my BOSS!”’ 


THE ExcLusive G/W Safeguard File 
System costs about the same as any 
ordinary file system; that’s FIRST 
COST! It costs so much less for 
operation—saves so much _ time, 
saves motions, saves frayed nerves, 
saves executive time—it (to use a 
worn phrase sincerely) pays for it- 
self quickly, and then pays divi- 


dends to the business. 





DEPENDABLE Globe-Wernicke dealers 
will survey your filing operation, 
make recommendations. They will 
demonstrate the Safeguard System 
to your executives, file supervisor, 
filing clerk, in a B-I-G or teeny 
business. You'll find this G/W 
dealer listed in your classified 
‘phone book under “Office Equip- 
ment.” Or a line to us on your let- 
terhead will bring you his name. 
Address Dept. 2M 





Cincinnati 12, Ohio 


(Circle 419 for more information) 
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This 
space 


reserved 


_..for today’s newest dictating idea! 


A telephone? No, a dictating instrument will fill this 


space—the Dictaphone TELECORD phone! 


The new idea behind it: now, anyone in a business 
organization who needs to dictate can have the benefits 





DICTAPHONE 


CORPORATION + GREATEST NAME IN DICTATION 
(Circle 431 for more information) 
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of modern electronic methods for just a few cents a day. 

Exciting? That’s only part of the TELECORD idea. 
With this comfortably familiar instrument at his 
elbow, all any man has to do to dictate, whether he’s 
used to it or not, is pick up the receiver and talk! 

In a TELECORD network almost any number of dic- 
tators can be served by centrally located recording 
machines. With TELECORD’s “building-block” sim- 
plicity, dictating stations can be added as needed 
without altering your basic installation. The famous 
TIME-MASTER dictating machine, around which the 
system is built, offers unparalleled dependability. Its 
exclusive plastic Dictabelt records with a clarity you 
have to hear to believe. 

In the most practical terms, company after com- 
pany is discovering that TELECORD means more gets 
done and costs per man-and-stenographer hour go down. 

Chances are that there are desk tops in your com- 
pany that would be more efficient if served by this 
NEW IDEA in dictation. Mail the coupon for details. 


| ‘ | 
| Dictaphone Corporation, Dept. ME 34 | 
| 120 Lexington Ave., N. Y. 17, N. Y. | 
Please send me free descriptive literature on TELECORD, 
| | 
| Name...... BOC ODO EE OL STOOD OC eee LIC OR IAe | 
| 
Company. .....cces A OOO OC COO eCIe | 
| 
DINED So. 5 uid /e'¢ vind © elk aieicie pie hk ctibe Ma alew sans oees ood | 
iret ee OMIUI s 5° 0)p 04 in'slah 5,0 1418 0.01510 @ 00'axs ia 9's ED cre. 57s sola are ae a 
Mya ee ee 
TIME-MASTER, TELECORD AND DICTABELT ARE REGISTERED TRA MARK F TAPHON RPORATION 





manufacturer of farm equipment, You 
can purchase the steel on 30-day terms. 
You can also deliver the parts in that 
length of time. But you won’t collect 
from the manufacturer for another 30 
days. Will the banker lend against 
your invoices to the manufacturer? 

If your business is new or is invoiced 
in a major expansion, you may need to 
supplement your capital with “term” 
credit until such time as earnings can 
be accumulated for use in the business. 
Or perhaps you have reached a disa- 
greement with your partner and it’s a 
case of buy his interest or sell yours, but 
you'd rather buy him out. It’s going to 
take awhile for you to pay off, but if 
you’ve got a good earnings record or 
reasonably demonstrable prospects, 
you've got something to talk about. 
Will the bank consider a term loan? 


How big is the bank 


Much of the time it won’t be im- 
portant whether you’re doing business 
with the biggest bank in town or the 
smallest, but sometimes there’s an ad- 
vantage in size. 

Remember that banks are regulated 
by Government agencies, and one of 
the most important regulations restricts 
the amount they may lend to any one 
customer. This amount is related to 
the bank’s capital and surplus. You 
will want to know that your maximum 
credit requirements fall well within 
your prospective bank’s “legal limit,” 
or at least that the bank has corre- 
spondent relationships with which to 
place your “excess” loans. Otherwise 
they may find that you have used all 
the credit your bank can make avail- 
able and no one else is interested in 
your additional needs. 

Still another advantage in size is 
specialization. Many small banks don’t 
have a trust department and you may 
require the services of one in connec- 
tion with your will, with escrow ar- 
rangements or with the management of 
your investments. Perhaps you do a 
little export business. Does the bank 
have a foreign exchange department? 
Or if your dealers sell on installment 
terms, you may be able to arrange for 
your bank to handle their installment 
paper—-provided, of course, that the 
bank has such department. 

Through this same service, dealers 


methods 


may be able to get “floor plan’’ accom- 
modations for your merchandise so that 
bills can be discounted and so that you 
need less capital tied up in receivables. 
The procedure is essentially a form of 
inventory financing. It works this 
way: The manufacturer ships his prod- 
uct to the dealer with the title going 
directly to the dealer’s bank. When the 
goods arrive on the dealer’s selling 
floor, he then’ gets a bank loan which 
he uses to pay the manufacturer 
promptly. Thus the bank finances the 
dealer instead of the manufacturer hav- 
ing to do so. Many banks, however, 
do not undertake this lending service. 

Sometimes prestige also goes along 
with size. After all, it may be assumed 
that one bank is bigger than another 
because more people do business with 
it. This may not be important to you 
and need not be decisive in your con- 
siderations. It may mean, however, 
that more contacts are available to you 
through your bank. At least it’s a 
point not to be ignored. 


What are the management's policies 

In the process of selecting your 
banker, you should make sure you have 
a reasonable understanding of the bank 
management’s policies. 

One of the areas of policy which you 
would do well to know something 
about is the system of organization 
which the bank uses, since that system 
may affect your banking relationship. 

Broadly speaking, there are three 
kinds of banking set-ups throughout 
the country. The first type may be 
called a unit system; in it a bank has 
just one office and does business in just 
one location. The second type could 
be called a branch system; here, there 
is one central bank with one or more 
branch offices located at different 
points in the same community as the 
main office, or even in other commun- 
ities. The third type might be termed 
a chain system; in this case, there is a 
central holding company which con- 
trols several subsidiary operating banks 
in various localities. Variations in how 
these three systems function stem from 
State banking regulations. The situa- 
tion in your own area will depend to 
a large degree on the laws of the par- 
ticular state in which you live. 

Which of the systems provides the 
best service to businessmen is a debat- 
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No. 1— 
REPAIR ORDER INVOICE 


5-part Moore 
bound-in Speediset 


with detachable stubs 


The Problem: An appliance repair 
business grew from a one-man shop to 
a quarter-million volume. An _ office 
system that wouldn't grow with it 
made the operation hard to manage. 
A repair job took 6 separate forms, a 
total of 16 parts including duplicate 
call-notice book, 3-voucher appliance 
tag, repair estimate form, permanent 
file card, 3-part delivery slip, 3-part 
book form; and miscellaneous other 
forms. There was confusion and no 
control; effort but no order; rewriting 
but no system of checking status. 


The System: 4 5-part Moore bound-in 
Speediset takes the place of all these 
forms. Part #1 (Call Notice) stays in 
the book as a record of repair calls. 
Part 42 (Sign & Return) directs the 
serviceman to customer’s address. 
Later it doubles as a delivery slip and 
is used for accounting. Part #3 is 
given to customer as record or as 
receipt. Part #4 serves as an estimate 
form, then as work order. From Part 
#5 is torn off a merchandise tag that 
identifies the appliance in route. Cus- 
tomer’s claim check is also attached 
to Part #5. fe 
The rest of the : ; 
form is used 
for the control 
of moneys, 
then as a per- 
manent record 
of repairs. 





(Advertisement) 


‘Let's talk systems" 
|» 


(l COC eee emer ee eee ee ee ees eee eE EEE EEE EEE EH EEEEEEEEEeEEeeeeeseeesese 


Savings and Gains: One form takes 
the place of 6. Bound construction 
leaves one sheet in the book as perma- 
nent record. After removal of most 
copies as unit, a bottom stub holds to- 
gether these parts. Better control is 
provided with the same number printed 
on each form. Errors are eliminated 
because no information has to be tran- 
scribed. It has resulted in lower clerical 
costs and improved customer service. 


No. 2— 
ORDER-INVOICE-BACK ORDER 






9-part 
Moore Speediset 
with 7-part counterpart 


The Problem: A cutlery manufacturer 
needed a system with enough flexibility 
to control large volume of back orders 
without impairing efficiency. For an 
original order, 5 separate forms and 
writings were required, with 3 addi- 
tional forms for each back order. Even 
with so much writing, there was no 
provision for a packing slip. 


The System: By charting work flow, 
points of control and other specifica- 
tions, a system requiring only one writ- 
ing was designed. It utilizes a 9-part 
Moore Speediset covering original or- 
ders or a similar 7-part Speediset 
covering back orders. 


Parts as follows: #1 Invoice; #2 dupli- 
cate; #3 Accounting; #4 Salesman’s; 
#5 Work copy (cost, sales analysis); #6 


(Circle 425 for more information) 


Uieciy planning helps produce a good system. And if 3 
writings can be combined into 1, or 16 parts reduced to 8 
(with results the same or better), the system becomes more 
efficient, and economical. The Moore man has helped develop 
many good systems and through wide experience may be able 
to offer suggestions that will bring improvements like these. 


Shipping memo; #7 Packing slip and 
label; #8 Salesman acknowledgment; 
#9 Customer acknowledgment. 

An order is detailed on the 9-part 
Speediset (except for invoice data, date 
shipped, quantity and amount). 
Acknowledgments go to salesman ( #8) 
and customer (#9). Parts #1 through 
#5 are filed as unit, with carbon intact. 
#6 and #7 go to Shipping, #7 being 
the packing memo and label. Part #6 
goes back to the office with shipping 
information needed to extend the 
Part #1 to #5 section, then distributed. 


When a back order is needed, a 
7-part Back Order set is enough to do 
the job. 


Savings and Gains: One writing now 
suffices for all forms and records. 
Original orders and back orders are 
handled in the same simple fashion. 
Errors are eliminated and order- 
checking is easier. Shipping is freed 
of much clerical work, which speeds 
delivery. There are only two forms 
to stock instead of many. Greater 
efficiency. Smoother handling. 


New applications are always being 
worked out, and chances are pretty 
good they can be accommodated some- 
where along the line to pack more 
efficiency into a system you may be 
planning. The Moore man is often a 
good man to have around at a time like 
this. To get an idea of the kind of prog- 
ress being made from day to day, you 
can have the Moore 
people send some fin- 
ished samples in your 
field. Write in—on 
the inquiry card—the 
kind of operations 
that interest you most. 
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THE TRULY MODERN OFFICE MUST BE AIR CONDITIONED 





Is water for air conditioning A 
4 problem « 


get CHRYSLER AIRTEMP | 
_8 Waterless Air Conditioning 















Conventional air conditioning for offices uses lots o 
water, and in some places water is scarce. Or i 

may be too expensive or too hard or corrosive. Bu 
now Chrysler Airtemp advanced engineering ha 


—anywhere! Chrysler Airtemp Air-Cooled Ai 





And it’s a compact package which takes up so little space 


Whether you install Chrysler Airtemp Air-Cooled o 
efficiency of employees and reduce the frequency o 
costly errors. With Chrysler Airtemp Air Conditioning in you 


and redecorating will be required, because it will no longe 
be necessary for employees to open windows to let in outside ai 


“Packaged” Air-Cooled Air Conditioners, 
which operate without water, and water- 
cooled types in nine models, 2 through 
15 H.P. Other Chrysler Airtemp products 
for all systems of air conditioning—a 
complete line to suit every requirement. 












Maint OR REFUND a 
Poucranved bys by > 
Good Housekeeping 


~*~ 
52°45 aovennisen THOS 











Airtemp Division, Chrysler Corporation MM-3-54 
P.O, Box 1037, Dayton 1, Ohio 
( RY . q F R A | R | F Mi P I'd like to know more about Chrysler Airtemp Air Conditioning. 
A — Sa ameeintind Sc sc cian Sell Salar 
heating * air condil LrOniNgG . for homes, business, industry re _ rr. aoe, 
Airtemp Division, Chrysler Corporation, Dayton 1, Ohio 
City Zone State 


(Circle 407 for more information) 
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made modern air conditioning practical for any office 


r 


Conditioning uses only electricity—no water whatsoever. 
Because no plumbing is needed, it costs less to install. 


r 


Water-Cooled “Packaged” Air Conditioning . . . you can depend 
on a refreshingly comfortable atmosphere to increase the 


f 
r 


office, personnel turnover will be minimized. Less cleaning 


r 
r 


with its dust and dirt. Send coupon now for complete details! 


Co ee ee ee ee os oe 





able question. Moreover, it is not the 
most significant point in connection 
with picking out a good bank; the im- 
portant point is not the system, but 
whether or not the particular bank is 
suitable for your particular needs. 

In this regard, you might also do well 
to investigate how deeply your prospec- 
tive banker is concerned with the 
growth and prosperity of your local 
community and to whag extent the 
management is local and permanent. 
Another point worth looking into is 
the speed and flexibility with which de- 
cisions can be made in your local area. 
Here again, the banking system is less 
significant than the management pol- 
icies of the bank in question. 

In recent years, bank failures have 
been only a scattered few and _ those 
have not involved large sums of money. 
Times have been good and_ banking 
regulations more rigid. In addition, 
most deposits today are insured by the 
Federal Government through the Fed- 
eral Deposit Insurance Corporation. 
Confidence in the banking system is 
justifiably widespread and_ there is 
reason to expect that it will continue. 

Your most reliable indication is the 
combination of integrity, experience, 
ability and initiative in the people who 
run the bank. Good management will 
usually produce a reliable and progres- 
sive bank, just as it will usually pro- 
duce a healthy business. 

Finally, once you have started a satis- 
factory banking relationship, you will 
want to continue close consultation 
with your banker. To get the greatest 
benefit from this consultation, keep the 
banker informed on new developments 
in your business and keep him supplied 
regularly with complete and current 
financial statements—even at times 
when you have no need for bank credit. 
Continuity of information enables your 
banker to handle credit inquiries in- 
telligently, increases his confidence in 
you and makes it possible for him to 
meet your requirements as they arise. 

Although your business may be per- 
fectly healthy, a good “‘financial doctor” 
is a handy person to have around. So 
choose your banker thoughtfully and 
objectively and, once you have chosen 
him, do your utmost to make the rela- 
tionship a satisfactory and profitable 
one for both of you. m/m 
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THE MANAGEMENT METHODS 


work 
center 


6é 


».. men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications —and 
even creature comforts— 


are properly integrated.” 


“integrated office 


march 1954 


HOW TO MAKE 


by Barnett Simons, Interior Designer 


More room without adding space 


WITH PLANNING, A PUBLISHER EXPANDS OPERATIONS AND FACILITIES WITH NO ADDITIONAL SPACE 


Editor's Note: The following case history 
is a striking example of the value of pro- 
fessional guidance in office layout. Here 
a firm, already cramped, yet in need of 
even more facilities, was able to solve 
all of its space problems without increas- 
ing its square-foot requirements. Ac- 
cording to the company’s Treasurer, the 
economies involved may total $100,000 in 
the next ten years in rent alone. 


Gus As the = 6(organization 
grew, the old quarters of the Metro- 
politan Group, publishers of Sunday 
Newspaper Supplements, had grown 
spontaneously and without plan. Then 
offices, located on three floors of a 
single building, totaling 13,000 square 
feet, housed 120 badly overcrowded em- 
ployees. The decentralized locations re- 
quired an elaborate communications 
system in addition to an_ inter-ofhce 
messenger staff. Worst of all, what 
should have been a coordinated edi- 
torial and production effort, had be 
come badly departmentalized. 

When space became available in a 
new air conditioned building the com- 
pany’s management retained Designs 
For Business, Inc., a consultant firm, 
to assist them in planning a new cen- 
tralized operation. Using approxi- 
mately the same amount of floor space 
the firm had occupied before, the de- 
signers found it possible to include a 
reception room, conference room, em- 
ployees’ recreation rooms, two new 
executive offices and two new sales of- 
fices! Although the over-all space allot- 
ment per employee may seem remark- 
ably low, the company, by its own esti 
mate, is now operating with a 20°, in- 


crease in efficiency. 


How it was accomplished 


The reception room is a good ex 
ample of the techniques employed 


throughout Metropolitan Group’s new 

















A ABOVE: 


The entrance to The Metropolitan Group offices uses a small amount of space 
wisely. Only nine feet deep, it gives the illusion of a large reception area. 


vy BELOW: 
In the Central Sales Office Area, only 3,000 square feet is used by the com- 
pany to create a comfortable work center for 22 salesmen and 22 secretaries. 


mR 











35 








F you’re going to make your office /ook 
better, make it sound better, too! You 
can do both, in one low-cost job, with a 
Gold Bond Travacoustic ceiling. Gives 
smart, good looks to any office, plus the 
added efficiency and comfort that sound- 
conditioning brings. You'll find the cost is 
little or no more than you'd pay for remod- 
eling without the added benefit of quiet. 
Travacoustic tiles have the rich appear- 
ance of imported travertine stone and, 
like stone, won’t burn! Yet these acousti- 


with Gold Bond 


Sound Conditioning 


cal tiles are lightweight and easy to install. 

Talk over your remodeling problems 
with your local Gold Bond Acoustical 
Contractor. He'll be glad to show you the 
full line of Gold Bond Acoustical Prod- 
ucts and recommend the one that best 
fits your job requirements and budget. 
Look in the Yellow Pages of your phone 
book under ‘“‘Acoustical Contractors” or 
mail this coupon today! National Gypsum 
Company, 325 Delaware Avenue, Buffalo 
2, New York. 





quarters. Only nine feet deep, it has 
the illusion of spaciousness, thanks to 
the glass-walled entrance, minimum of 
small detail and subtle colors. Decora- 
tive interest is achieved by the use of 
contrasting natural materials —a cork 
floor against a straw-cloth wall and 
walnut against brass accessories. 

In the corridors, the use of glass 
again creates a spacious feeling. It also 
serves to simplify the lighting plan 
since the corridors can now “borrow” 
light from all the adjacent offices. 


thousand 


Three square feet were 








Executive offices are sparsely furnished, fea- 
turing oversized walnut desks, “L'' shaped to 
accommodate more cabinet space. 


£ 





The glass walled corridors are easily lit since they utilize light from the adjacent offices. They 
maintain the airy, spacious feeling of the plan. 


Gold Bond — America's COMPLETE line of Sound Conditioning Materials 


rt 


Acoustimetal 





© 


Acoustifibre 





Econacoustic Perforated Asbestos 


Travacoustic Thermacoustic 


NATIONAL GYPSUM CO., Dept. MM-34, Buffalo 2, N. Y. | 

Please send me without obligation: 

D Free copy of ‘“‘The Decibel’’— 0 Name of the Gold Bond | 
12 page booklet picturing suc- Acoustical Contractor 
cessful sound-conditioning jobs. nearest me. 


CTS a ilitimesliibilad 


“" Gold Bond 








NAME._- Be ee eee tee 
ACOUSTICAL PRODUCTS ADDRESS --.<-------- eeaieeenees | p 
CITY a _____ ZONE____COUNTY______ STATE | Secretarial space in sales areas is easily accessible from sales offices, yet distinctly separated 


from them. Change in flooring helps to partition office. 


(Circle 444 for more information) 
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allotted to the central sales area. This 
space was carefully planned to house 


New Flexibility 


Same desk adapts 
for different uses 


All new engineering inside 


22 “private” offices and 22 secretarial 
desks outside the offices. Actually the 
designers have created a work center for 
14 people at an average of 68 square 
feet per person. The effect is neither 
cramped nor crowded. The area looks 





] spacious and functions smoothly with 


| xcelle forking conditions. Glass 
: excellent working cot xlass Reverse pedestal 


to get: 
=a, 


again was the logical partitioning mate- 
rial. Since the offices are small, opaque 














partitioning would have created the 





: claustrophobic effect of tiny “pigeon 


























holes” and, they felt, a psychological 








U es 
Replace typewriter 
pedestal with drawer 
pedestal to get: 


barrier between the sales and manage- 
ment forces. 

Che partitions defining the secre- 
tarial space are full steel for more pri- 
vacy and greater efficiency of sound- 
proofing. The change of flooring in the 
secretaries’ offices is an interesting fea- 





“QUALITY 


ture. It serves to define the corridors 
and creates a psychological “partition” 





Replace pedestal with 
end panel to get: 





around the office space without actually 
| fencing it in. a 








Here’s an X-ray look into = 
Lighting anticipates change the easiest operating desk you can buy u 


Reverse pedestal and 
This new “Y and E” desk keeps its handsome, accepted style—but 20 engi- end panel to get: 
neering changes make it the most adaptable, easy-to-use desk you can buy. 





























The problem of lighting in the cen- 
tral office area has been solved particu- 














larly well. The fixtures are set close to 
the ceiling in an efficient pattern. The 








partitioning does not quite reach to the 








fixtures. This allows for easy re-arrange- 


ment of partitions without costly archi- New You can meet many 
tectural changes involving wiring and ease of changing needs through 
air conditioning ducts. : rearrangement of original 

Note that all furniture and_ parti- operation ports. By stacking 6 Ge 


spare parts youcan quickly 
and easily change this new 
desk to almost any model. 


tions in the sales area are standard 





Fan ? Z — . , ino ¢ <i, TE me RS ’ 
units, But the careful planning and a New Nylon Stationary Bear So News Eifertlins Locking 
ings glide drawers quietly in and new spring and locking mecha- 
them a costly “custom-made” look. out with effortless ease. nism give easy and positive lock- 

ing and unlocking. 


ingenious use of these elements gives 


The executive suite of offices oc- 
cupies 2,000 square feet. This allows 





only 333 square feet for each senior 
executive, his files and his secretary. 
The executive offices themselves, since 
they are not as large as the usual “top 


brass” space, are made to appear large 





by sparse furnishings and pale, neutral Ks a 
colors. They feature handsome walnut 3. New Sliding Reference Shelf is 4. New Drawer Stop, spring con- §. New Roomier Utility Tray for @. Choose either Recessed or Flush 


‘ pee reversible, can b ility itive action— r i igi i 
ke cubtalend suk shaped, pro- : z be used as utility trolled, positive action drawer more convenient storage. All Back on original equipment. Can 
he : : r rawer. Glass insert or pin tray removal simplified. compartments full height of be easily changed from one to the 
viding especially wide working sur- is available. drawer—no spillage. other at any time. 


faces within minimum floor space. 


S : ay F his fir For complete information on how 

Summing up the benefits to his firm, thet saw dela oun taal wae YAWMAN 0 FRBE MFGQ. 
Mr. Harry Corash, Secretary and company, please write for free bro- Nicstemull: diccsthcidd iiveit 
lreasurer of the Metropolitan Group, chure No. 3808. 1017 JAY STREET, ROCHESTER 3, N. Y., U. S. A. branches, agents, and dealers. 








(Circle 421 for more information) 
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GUNTHORP. WARREN 
PRINTING COMPANY, Chicago; 
Jockson Desks instolied 

by SPITZER'S, Chicago. 


IN CREATIVE PRINTING, it’s also im- 
portant that the firm's offices create a 
good impression. And a well-planned 
layout — like the Jackson Desk instal- 
lation shown above — does a doubly 
effective impression job. To customers, 
it advertises both operating efficiency 
and a readiness to serve new accounts. 
To employees, it brings new working 
comfort and smartness that boost both 
morale and general productivity. 

IN ANY OFFICE, refurnishing with Jack- 
son Desks — Mastercrafted for quiet 
action and lasting beauty — creates 
a new atmosphere of friendly efficiency 
that can only be gained with the rich, 


JASPER OFFICE FURNITURE CO. 


4A SPER, twvieawN A, uU. 


KEEN JUDGES 


Sclecs Guckston Desks 


OF GOOD IMPRESSIONS 


warm distinction of natural wood. You'll 
find these fine desks far more eco- 
nomical than their many advantages 
might lead you to believe. Your Jack- 
son Desk dealer will appreciate an op- 
portunity to tell you more about those 
advantages. 

FREE GUIDE TO LOWER OFFICE COSTS 
Write today for your personal copy 
of this informative manual, and name 


of your nearest Jackson Desk Dealer, to 
DEPT. M-3. 


MEMBER OF WOOD OFFICE 
m FURNITURE INSTITUTE 





S$. A. 


(Circle 441 for more information) 








YEARS OF TROUBLE-FREE SERVICE 


scene yo 


on ere 


Model 
“ S ” 





Safety insurance 
for costly machines 


TIFFANY 
STANDS 





WORLD'S 
FINEST 


Adjustable open top 
fits most every type of 
. portable office machine 


4 ON SALE AT 
BETTER 
DEALERS 


EVERYWHERE BB dTI IN DADO GO 


7350 FORSYTH « ST. LOUIS 5, MO. 


(Circle 442 for more information) 





HAVE YOU HEARD ABOUT... HAVE YOU SEEN 


CONVOY “‘Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 


record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 












CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 


CONVOY, INC. 
= toe ee 


(Circle 443 for more information) 








said, “Reduced to figures, one gets a 
quick, clear picture of the economic 
value of a planned interior, where it 
is possible to provide for smoother, 
more efhcient operation and yet save 


SEMISPHERE 


has no interior 


qummmmmmmmmms A huge new dome- 
shaped building just completed at 
Longview, Texas, has no interior struc- 
tural supports. All of the assembly 
work to create it out of aluminum and 
steel was accomplished at ground level. 
Known as the LeTourneau Semisphere 
Building, it was built adjacent to the 
LeTourneau (manufacturers of heavy- 
duty electrical equipment) plant and 
corporation headquarters. 

Similar buildings can be erected any- 
where by shipping the prepared metal 
parts to the site. ‘These new structures 
provide weather-tight floor space and 
cubic capacity at far less cost than con- 
ventional methods of construction and 
they can be erected in about 3,000 man- 
hours by semi-skilled labor. This 85’ 
high—300’ diameter building contains 
3,289,402 cubic feet of enclosed space 
and 70,686 square feet of floor area. 

Semisphere buildings are being con- 


perhaps 1,000 to 2,000 square feet of 
space, sold at say five dollars per foot. 


Over ten years this becomes a saving 
of from fifty to one hundred thousand 
dollars.” m/m 


BUILDING 


structural supports 


sidered for many functions, including 
manufacturing and its associated proc- 
esses, warehousing, equipment display, 
aircraft hangars, commercial and civic 
entertainment, religious gatherings and 
indoor athletic facilities. Completely 
erected, the semisphere building will 
sell at less than $4 per square foot of 
space aflorded. 

Putting the semisphere together is a 
case of building from the top down, 
but the building work is all done on 
the ground. A necessary preliminary is 
the installation of a steel center pole 
94 feet high for use in building erec- 
tion. This pole may be left up when 
the building is finished, although it is 
not necessary ton support of the com- 
pleted building. 

The dome begins to grow when a 
sliding steel collar —called the peak 
structure—is raised gradually up the 


center pole and 15 successive rings of 
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This Art Metal 59° 


lesk does everything 
a 60" desk will do 









® The Art Metal 55” 
desk is offered in 12 
models, 55” x 30”. 


aluminum sheets are bolted. on. Jack- 


stands steady the bottom edge of the 
partially-constructed dome during the 
attaching of each new ring of sheets. 
When the last ring is bolted on, the 
peak structure is 85 feet up the center 
pole. The lower edge of the completed 
building is then lowered and _ firmly 
secured to a foundation ring of con- 
crete poured in advance to accommo- 
date the building’s circumference. 
The clear, unobstructed interior 
makes the building adaptable to many 
purposes, especially as an auditorium 
for public gatherings. Finishing details 
and utilities, such as interior surface 
treatrnent, lighting, heating, ventila- 
tion, air conditioning, 
floor material—all of these can be 
whatever the building’s function calls 
for. And within certain generous struc- 
tural limitations, the size and number 
of entrances and exits can be varied to . 
suit the end use requirements. eee and saves Up to $18 ZN office 
Ventilation of the semisphere build- 
ing is assured by a 225-square-foot Vent per employee, CVEry yeaV 1 
opening through the peak around the 
center pole. Sheltering of this opening 


acoustics and 


and control of the volume of air pass- The 55” desk has been saving 3.75 square feet of floor area Side drawers are full width and knee space is ample. 
a Bee : per office employee, as compared with 60” x 34” desks, Available in general office clerical, typewriter and 
ing through it is accomplished by a ever since it was first introduced as part of Art Metal’s secretarial models, the Art Metal 55” desk is an integral 
cone-shaped aluminum hood at the office equipment and planning services, 18 years ago. part of a line that includes all sizes and offers 
peak of the dome. With rentals as high as $5 per — foot, this represents the widest selection of executive and general office 
up to $18 less rental per worker, a saving that repeats desks ever developed. 
itself each year for as long as the desk remains in service. When you plan to move, expand, or re-arrange your 
Far from sacrificing efficiency in office work, this offices, why not take advantage of these 55” x 30” desks 
“found” space very often permits improved and the office planning experience that originated them ? 
Plant addition arrangements of the flow of work, with a consequent Call your local Art Metal representative, or write 
speed-up in output and a lowering of office costs. Art Metal Construction Company, Jamestown 38, N.Y. 


provides roof- 
top parking 
SEND FOR these Art Metal 
publications, nationally recog- 


In order to cope with the problem of nized for their value in planning 
efficient offices. 





providing sufficient parking — space, For 66 years 





Hyatt Bearings Division of General “Desk Drawer Layout” the Reman 
. H - : conn . of the finest 

Motors Corporation’s plant in Har- When You Move or Re- i ll 

nou eee eee ia “14° J ; arrange Your Office” oe 

rison, New Jersey, is building a_ two- equipment. 


vos . . . “New Century” Desk Brochure 
story addition, which will provide roof- a ne eee eae ee 


top parking space for additional auto- 
mobiles. (next page, please) 








GENERAL OFFICE AND EXECUTIVE DESKS + CORRECT-SEATING ALUMINUM OFFICE CHAIRS + FILING EQUIPMENT + WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX CABINETS AND SYSTEMS 
(Circle. 445 for more information) 
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~~ STEEL OFFICE FURNITURE 


we 
a LOOKS BETTER... LASTS LONGER... LOWERS COSTS 
> 


‘ Visit your ASE dealer and take a critical look. Convince yourself that 
there’s more real dollar-for-dollar value in ASE office furniture. 
You'll find countless product advantages exclusive with this complete 


high-quality line of desks, chairs, files and office equipment. 


























BETTER BUILT FOR BETTER BUSINESS 
p, 


f 


{ 
f 
} 
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+ ar 
tables [=k Soman | 
filing (= ; wardrobe 
chairs cabinets [=| — al cabinets 


write for coteog end VN 7 aT 2 1 Ta | 
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\) ARE...THERE’S AN AQ DEALER NEAR YOU! 








During the winter months, the sur- 
face of ramps leading to and from the 
parking area will be kept free of ice 
and snow through radiant heat. 

The plant addition, of brick and 
steel construction, has been especially 
designed, from its foundation up to its 
roof, to carry the extra weight. It will 
add 68,000 square feet of manufactur- 


ing and office space. 






Translucent plastic 


ning helps create 
sc0-¥:48 Office partitions 


The Maier Brewing Company in 
Los Angeles recently refurbished their 
offices for greater operating efficiency. 

They decided to reconstitute an 
open area into partitioned sections. 
After checking on various materials, 
comparing initial cost, installation and 
maintenance, they decided on a com- 
bination wood and plastic panel par- 
tition. 

Transparent, shatterproof, chemical 
glass structural sheeting, with good 
acoustical value, color and design vari- 
ety and light transmission qualities, 
was chosen. 

This plastic is also recommended for 
window and outdoor installations be- 
cause of its excellent weathering qual- 
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ities. In addition, it is flame, high- 
“<=: " Nearly 4 Mil f 
heat and glare resistant. ear y es 0 
For more information, Circle num- 
ber 501 on the Reader Service Card. MILLS MOVABLE WALLS 


Provide 





New buildings 
feature colored 
porcelain tiles 








A new building trend’ using  bril- 
liantly colored porcelain tiles is now in 
evidence. Buildings may now be had 
in any color and any pattern. 

The porcelain enamel products con- 


& $23 ke 
pene es ORS MRAP ESET RD \ 


sist essentially of a metal base into the 





surface of which is fused inorganic 
“glass” resulting in a finish that is per- 











manent, color-stable and smooth. The 


final product is resistant to damage by 
thermal shock and will withstand an 
unusual amount of mishandling with- 
out physical damage. It is also re- 


sistant to atmospheric acid and tem- ee : 2 aad ‘THE ability to expand, contract or adapt production facilities quickly 
perature changes. ot, eal ~ and efficiently is of primary importance in aircraft manufacturing 
It will not fade, tarnish, crack or today. As part of its program for preserving this essential flexibility 
ot “Whine 5 eae on Hamilton Standard Division, 
peel. ere is no repaint upkeep or United Aircraft Corporation, United Aircraft makes extensive use of Mills Movable Walls in its offices 
or Ti al ‘nance Cc i > Windsor Locks, Connecticut 
other serious m uintenance costs since ’ and plants. 
cleanliness is accomplished by simple Architects: Albert Kahn Associated 
application of soap and water. Races S Taunt The, Mills Walls give United Aircraft Space Control—because they can be 
: eee . ie Builders: Turner Construction Co. . . ~ 
For more information, Circle num- moved quickly, easily and at low cost. Changes can frequently be made 


or 7 ? > ? IY ? » ” ? be . . 
be ? 500 on the Re ade) Se rUIlCce Card. overnight or during a week end. 


Mills Walls combine efficient mobility with attractive appearance, struc- 


tural stability and moderate cost. They are insulated and soundproofed, 






Conveyor system 


bebeel d double dut Write for complete information and easily wired, and require only occasional washing to keep them looking 
z oes ouple uty literature on this modern efficient frog and now 
idea materials handling way to subdivide interior space, ; : 


or see the Mills Catalog in Sweet's 


Architectural File. THE MILLSCO. «~: 783 WAYSIDE ROAD, CLEVELAND 10, OHIO 


In order to move materials fast at 
General Electric’s Edmore, Michigan, Ki : L L Ss M E T A L WA L L Ss 
permanent magnet production plant, {| QS Smee \f7tF~ _~ 


they make their materials handling sys- 





tem do double duty. \inilk baie. hiaie 
(Circle 440 for more-information) 
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From the time sand is delivered to of increased functional use—in addi 


JS 
tion to use for conveying, the conveyor he i 
acts as workbench and weighing station. 


General Electric has found that pro- a 
duction is increased at no substantial END ALL “WRAPS PROBLEMS 


cost increase and feels that the savings 


the foundry section of the plant, to 
help shape the molten metal into cast 
magnets, until the latter reaches the 
shipping room, mechanical handling 


aids take over. Usually, the work sta- ; 
ge hig , Reduce Absenteeism 
in time merit installation of these me- 


chanical aids. — keep employees’ wraps dry 
aired, and in press 


With Office Valet 
wardrobe equip- 
ment employees 
do not face 
weather in damp 
clothing that has 
been crumpled in 
lockers, do not 
eat soggy lunches 
soaked by wet 
hats or mittens. 
The 4-foot 3-U 
rack, illustrated, 
accommodates 12 
employees _ with 
spaced coat hang- 
ers, individual hat spaces, umbrella 
head conveyor completely removes the racks and overshoes shelf. Other units 
the system at any with or without lock boxes, in sizes 
and capacities for every office, store, 
warehouse, factory or institutional need. 


Write for Bulletin OV-22 


tion itself is built in as an integral part 
of the conveyor system or a conveyor 
is utilized as a workbench so that 
work-loaded tote trays need never be 
lifted or removed while the work is be- 


ing processed. 






new products 
eR betcas for work center 
bike U:¥-1 application 





The shipping area is a good example 








Chainless overhead conveyor 
needs no lubricants 





A new development on a chainless over- 


JASPER 
CHAIR 
COMPANY 
CHAIRS 


SUPERIOR! 


necessity of lubricating 
time. This innovation overcomes a major 
maintenance problem—i.e., the need of con- 
stantly checking to see that equipment 
with moving parts is adequately lubricated. 

This greaseless factor makes the con- 


veyor the perfect system for transporting 


VOGEL-PETERSON CO. 


1121 West 37th St. * Chicago 9, Ill. 
(Circle 433 for more information) 


The NEWEST & LATEST 
In Stands For 
Electric Typewriters ! 



































































NO. 884 
Every chair in the Jasper Chair Company’s materials through furnaces or kilns where 
almost constant replenishing of grease is 
complete line of upholstered and all-wood normal procedure. iia 
. . oe frailable 
3 chairs is an outstanding value in its price For more information, Circle number _ 2 te 
‘ ° #99 on the Reader Service Card. W. Top Or 4 6” Below MASO’S 
C range. Good design, fine woods and ad- And With O. Without No. 2000-6 
Steel Cups And Adj. Luxe Stand 
vanced construction techniques mark each Channels 
hai rae Provides The Ultimate In 
cnair—superior:? = : , ee —Safet —Stren th! 
Free booklet on factory lighting nine — te n ie . Stand 
- i i * * 4 : Maso’s new, beautiful, all stee e Luxe Stanc 
NO. 600 The coupon below will bring you our new details function and cost is especially designed and quality built to pro- 
, P ° vide safer, stronger support for your valuable 
catalog. A free booklet on factory lighting shows electric office machines—typewriters, ealcula- 
ee . tors, adding machines. 
PF how a newly developed lighting fixture at- The modern style and 
T H E R ] G H T Cc H A IR A T T H E R G H T P R ! % E : tains an efficiency of 90% while maintain- et ee ee a, 
i “ “YX >» aly . ~ acc  ssarcecte tures include: greater 
JASPER CHAIR COMPANY, DEPT. 22 ing an extremely low brightness. Suggested operator comfort; easy, 
MAIL THIS JASPER. INDIANA mounting arrangements and complete ale ae a 
, : specifications are detailed. rubber feet & casters. 
: . . ° ‘ See and compare. List 
CO T p ON Please send catalog and name of nearest dealer. Cost factors, operating and installation, $31.95. 
Pe AR ee ee ; Pes zr : At the Better Office Supply Dealers! 
—— are itemized and compared with other Welsn Saw Free Peet Set 
TO D AY! lighting systems. . 
; idemeaes For more information, Circle number _ dilaso STEEL Prooycrs 
2 4trcle é oe : 
' spines - 53 W. Jackson ae 
CITY ZONE STATE 514 on the Reader Service Card. Chicago 4 illinois.” 


(Circle 435 for more information) (Circle 434 for more iakivunetiens 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


VBE}, YPERITE 


INDEX TABBING With 





Pica Spaced Inserts!’ 
a | SAVES 567% TYPING TIME 
ne ae On Typing t, 2 or 3 Line Titles 
if h}----—-- ee @ Typing is Faster, Easier 
| Typewriter Use.” @ Always On a Straight Line! 
Dee oc ee ee @ Titles Are Neater, Cleaner! 
4 An @ Ends The Need For Tedious, 
AICO Fatiguing Soft Roller Work. 
U Exclusive! 











SD 


IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts spaced 
exactly 2 and 3 picas deep to permit use of the line space lever 
when typing titles. This ends the need for soft roller work when 
centering or positioning the titles on the insert strips. Just set 
the line space lever for 1, 2 or 3 spaces and you breeze right 
through the job. 


Now, At Your Stationer or Write Dept. 3 For FREE Sample! 














AIGNER 97 Reade St., New York 13, N. Y. 
INDEXES 426 S. Clinton St., Chicago 7, Ill. 
(Circle 436 for more information) 





How today’s Electronics cuts costs 


NEW CLARY EQUIPMENT SAVES 
THE WORK OF MANY CLERKS 


As part of its new automatic in- 
ventory system, a large Chicago 
mail-order house now uses this 
Clary equipment—the only elec- 
trically-pulsed printing totalizer. 
So far this system has freed 142 
girls for other duties. 

Clary can put the miracle of 








electronics and automation to 
work for you now — on a prac- 
tical basis and at reasonable 
cost. Write us today for facts, 
figures, and the name of your 
nearest Clary sales engineering 
representative. 


Clary Input Keyboard. Used at a re- 
mote location for transmitting any 
numerical data to memory devices, 
calculators and to the Clary automatic 
Digital Read-Out Printer (below)... 
only automatic-totaling machine to 
give you a printed tape, rather than 
a fleeting visual or an uninterpreted 
record. Solenoid-operated. 





Applications (just a few): direct-read 
printed records of Addressograph and 
1.B.M. cards; inventory control from 
remote receiving points and sales cash 
registers; totaling units in production; 
assembly-line control of raw material 
—all without manual intervention. 


Electronic Data 


Handling for Business, 
Industry, Research 


maker of the world’s fastest 





and finest business machines 


CLARY MULTIPLIER CORPORATION, Electronics Division, San Gabriel, California 


(Circle 437 for more information) 
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TAXES AND ECONOMIC PROSPERITY ARE IM- 


PORTANT SELLING POINTS TO CONSIDER 


by W. H. Feldmann 

Vice President, Worthington Corp. 
EE Phe “selling job ahead’ ob- 
viously requires continuous, day-to-day, intelli- 
gent leadership and supervision all along the 
line. Specifically, we need to: 
1, Develop aggressive, enthusiastic salesmen. 
2. Determine business potentials by industry, 
area and customers. ‘Tailor coverage to fit. 
3, Teach the men to sell your improved product 
to replace obsolete equipment. 
4, Tell your salesmen why continued economic 
prosperity is tied directly to individual produc- 
tivity. The increase in productivity per worker 
is the direct result of the ever greater horse- 
power of mechanical energy under his control. 
Sell more horsepower per worker through your 
equipment to offset the continuing inflation in 
labor rates. 
5, Those of us in the air conditioning business 
are setting substantially higher sales quotas for 
1954. Why is this? Because a number of com- 
panies, over many years, have improved their 
products, reduced costs and have sold the bene- 
fits of and the desire for air conditioning. When 
15°% of the prime rentable office space in any city 
is air conditioned, the pressure on the landlords 
of the remaining areas to do likewise becomes 
very great. So the manufacturers of air condi- 
tioning equipment are not concerned about the 
possibility of dropping sales in 1954 and 1955. 
We are concerned about increased manufactur- 
ing capacity. It took a lot of selling to bring 
about this happy situation. 
6, Take full advantage of the end of the Excess 
Profits ‘Tax. In one of our plants, a proposed 
sprinkler system will save its cost in two years, 
before Federal income taxes. Under 1953 tax 
rates, this works out to be an eleven year pay- 
back after taxes. On January I, 1954, the pay- 
back was reduced to approximately four years. 
7, Vake full advantage of whatever liberaliza- 
tion in depreciation allowances for income tax 
purposes will result next year. We know that 
faster amortization will, over a period of years, 
not reduce the total of taxes paid, but accelerated 
rates, even if only in the earlier years, will often 
favorably influence an investment because the 
owner wants to get much of the cost behind 
him as soon as possible. m/m 





The salesman’s pitch 








M-K ADJUSTO 
TRAY-BINDERS | 
and [a 
Hi-Lo 

STANDS 


Easy adjustable 


stands made to fit 
one or more tray- 
en: 

> © Yong & 6! 


a 


SORTERS 


SAVE TIME 
SAVE WORK 
SAVE SPACE 


STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


~ 


Tray housing, ¢ 
units, teller units 
oto] lal alate Mm aalelelallal= 
Savings tubs 
buses, double 

files and cycle 
equiment Tastee 
required 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 
Housing Equipment. 


Le Febure 


CEDAR RAPIDS, IOWA 





(Circle 438 for more information) 





Filing is a Pleasure Now! 


YES SIR... 


and | do it in 


HALF THE TIME 


““Wassell Desk Rotor-File 
has given me a new lease 
on life. Remember all that 
walking back and forth, 
the stretching, the pull- 
ing, the lifting I used to 
do? Well NOW that’s a 
thing of the past. From a 







seated position 1 can easily reach ALL of my files and there's plenty of working space on 
the desk. My filing is more accurate and look-ups are done in half the time . . . and with 


no effort at all!” 


“Go back to those old drawer files? No sir. Not on your life!”’ 


This girl is no methods expert, yet she knows when her job is being done right; without 
wasted motions and needless exertion. She has known the downright drudgery it is to 


struggle with conventional file drawers. 


Management, of course, recognizes that Desk Rotor-File not only boosts employee morale, 
but also cuts costs. There is no waste space; fewer clerks are needed; working time is 
slashed, and because of its flexible design, Desk Rotor-File can house records, cards, and 


correspondence of various sizes. 


Z cFFEGHIVE TOOLS FOR 
“WASSELL 
WESTPORT 3 + CONN. 








— Send Today for Complete Information __. 


1 want to know more about Desk Rotor-File 
and the savings it can make for me. 


Name 








Title_ 


Company 





Address__ 





City. en 





(Circle 446 for more information) 








F-A-S-T-E-R 
COLLATING... 





with Evans 


SPEEDY JOGGER 


on Evans 


GATHERING RACK 


@ 3,500 sheets PLUS now gathered by one 
worker in one hour. Jogger slips into place 
at end of any Evans TO Rack. As worker 
gathers sheets, sets are dropped criss-cross 
into Jogger. As hand lifts forward for more 
gathering, the handle is tapped—and sheets 
10g into neat sets ready for removal. Jogger 
and Racks are aluminum. Each section holds 
500 sheets at angle. Racks collapse for set- 
ting aside. 

@ GUARANTEED to produce QUICKER and 
MORE ACCURATE results than any other 
collating aid on the market. 

@ PICTURED: 12-section TU Rack with 
Jogger. Rack is $16.50—Jo ger $10.00. (7 
other Racks from $10.00 to $25.00). 


See Your Dealer or Write: 


EVANS SPECIALTY CO., Inc. 
421 N. Munford St., Richmond 20, Va. 











(Circle 447 for more information) 
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Papers go in— 









[Shreds come out 


SHREDMASTER 


Shredding Machine 

quickly turns your confidential papers 
. old records ... waste paper of all 

sorts ... into completely unreadable 

shreds, valuable only as packing material. 

ANYONE CAN USE—Quick, safe, easy op- 
eration! 

PERFECT FOR OFFICES—Silent, Clean, 
Dust-free, Compact! 

PAYS FOR ITSELF —Provides valuable 

packing material at no cost! 


For Your Office— 
Portable, Noiseless Desk Model 
Shown Here). 
Also Available— 
Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 


























Write for Free Circular No. 3 
THE SHREDMASTER CORPORATION 
1108 Raymond Bivd., Newark 5, N. J. 
Opposite PRR Station 


(Circle 448 for more information) 








Electronic “salesman” produces 
fully automatic show 
Production is under way of a sound 


slidefilm projector using long playing 
records to give an uninterrupted, fully 
automatic 22-minute sales presentation or 
technical training lecture. The entire 
equipment—including amplifier, — record 
player, 300 watt stripfilm projector, films, 
record and screen—fits into a portable con- 
tainer the size of a salesman’s_ briefcase. 

Pictures are changed by an automatic 
film advance. This mechanism is activated 
electronically by low frequency signals cut 
into the record, but inaudible to the 
human ear. 

A pushbutton extension cord for elec- 
trical film advance, when projecting non- 


automatic sound slidefilm or silent  film- 


strip, is included. Thus, companies with 





inventories of older-type films and records 
may efficiently use the new machine. 

Additional flexibility is provided by an 
exclusive tone arm which plays both stand- 
ard and micro-groove up to 16 inches 
without cartridge turnover or any other 
type of adjustment. 

For more information, Circle number 
198 on the Reader Service Card. 


See 


Plastic cashbox 
sorts and counts money 


\n ingenious cashbox keeps coins sorted 
and counted by means of metered slots 
holding the coins with the amount in 
dollars and cents being shown on the edges 
of the slots. A perpetual inventory of coin 
cash, kept sorted and counted as it comes 
in, is maintained. 

Made of die-cut plastic, the box is prac- 
tically unbreakable. The coin tray tilts up 


NEW LITERATURE AND PRODUCTS IN THE EDITOR'S MAIL 











on retarded click springs; the cover and 
coin tray are removable. There is ample 
room beneath the tray for paper moncy. 
Sponge rubber strips in the top hold coins 
securely in the slots so that the box may 
be carried in any position. The owner of 
a large chain store estimates that this box 
saves $2.64 per clerk per week by freeing 
clerks for more profitable work. It’s a mov- 
able cash drawer, too, eliminating coin bags 
and envelopes and the work they involve. 

For more information, Circle number 


497 on the Reader Service Card. 


Co 


Portable magnetic dictation machine 
reproduces with high fidelity 

A portable magnetic dictating and 
transcribing machine, using a continuous 
belt to record, weighs only 12 pounds 


and measures only 514” x 10 inches. 


The belt reproduces with high fidel- 





ity, can be used over and over again and 
mailed or filed easily. 

For more information, Circle number 
518 on the Reader Service Card. 
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HAVE YOU LOOKED AT YOUR 
LETTERHEAD 
RECENTLY ? 


No! Then it’s time you did — everyone else 
does. So . . . take one of your letterheads; 
look at it; study it — don’t just take it for 
granted. How does it impress you? Does it 
convey an impression of quality — prestige 
— confidence? If not, it is time you con- 
sidered a new letterhead, a new ‘‘representa- 
tive’. It’s time you considered — 


OLD DEERFIELD BOND 


To enhance the beauty of a well designed 
letterhead, be sure to specify the new Whiter- 
Brighter Old Deerfield Bond, the aristocrat 
of fine Bonds. Whether die-stamped, printed 
or lithographed, your letterhead will person- 
ify the ultimate in good taste. For nearly fifty 


Paper clips carry 
advertising messages 


TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 
ECONOMY, 
SYSTEM, 
SAFETY! 





\ unique advertising medium consists of 
a standard paper clip with a patented little 


metal “billboard” which carries colorful 





STORAGE BOXES 





Protect your inactive business records 


with proper storage. LIBERTY STORAGE 
BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty’s storage system assures /fast- 
finding of any record. Try LIBERTY BOXES for 
quality and low cost. 25 stock sizes 


Sold by leading stationers 






Clip this ad to your letterhead 


advertising 


messages, slogans or logotypes. 
Any advertising message can be presented 


ina way that assures 100°, readership. ‘They 
offer an effective way of reaching business 
men right in their own offices. Extremely 
useful in direct mail campaigns, they can 


be used to add emphasis to a product o1 


Send for FREE portfolio of letter- 


heads on WHITER-BRIGHTER 
OLD DEERFIELD BOND. 








Fine Paper Preferre 


= =: 











{ By*Business 


years, Old Deerfield has been the national 


choice for letterheads of dis- 
tinction, 50% cotton content 


permanant IM Fe 


MILLERS FALLS PAPER CO. 
Millers Falls, Mass. Dept. M-3 
Please send me Portfolio with semen 


letterheads and papers on WH 
BRIGHTER OLD. DEERFIELD BOND 





FOR FREE BOOKLET 

























1 Record retention chart tells you how long announce a special week. Exceptionally Name 
* Tear low in cost, they are available in striking (2 Une Apords Position 
color combinations. a Company. 
BANKERS BOX COMPANY For more information, Circle numbe BOND ONION SKIN Address 
720 $. Dearborn Street * Chicago 5, Ill. $10 on the Reader Servite Card. EZERASE OPAQUE City State 








(Circle 449 far more information) 


(Circle 451 for more information) 











Free booklet details operation 
of visible control boards 














wo USE 











\ new 24-page, illustrated booklet covers LOOKING, 
he oe f li : for ; isible OSCAR ui YOU 
the ranges of applications tor a_ visible ' AN'T SEE MY 
control board. Over 100 photographs, PAYCHECK 


THROUGH THIS 
sketches and diagrams are used to explain 
the operation of the system and to picture 
numerous new applications. A plan sheet 
booklet. 


Diagrams show how this visual control 





ind color chart come with the 









ON THE BOTTOM | 
untte of. aty le Filing bldus 


oR - 


"GLIDE | EM M AT 
THE TOP “with 
—> 


system is set up to meet individual needs 





in picturing Operations in any step-by-step 


RITE-LINE COPYHOLDER 


or period-by-period sequence. Typical ap 





PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


Promotes Accuracy = Increases Production plications are shown for such phases as 


sales, production, inventory, scheduling 


$ and loading. 
For a free copy of the booklet, Circle 
75 ) 


number 509 on the Reader Service Card. 


PRICE INCLUDING 
NEW TELESCOPIC 
EYEGUIDE 


EASIEST 
FILING 
EVER! 






dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 


= 


Specially designed hand dispenser lutely opaque. Essential 


for pressure-sensi*ive tape when wages are paid by 
check. Nothing shows but 


the employee’s name. This 


A new hand dispenser is designed for 


Oxford -. 
PENDAFLEX 
HANGING FOLDERS 


Oxford Filing Supply Co., Inc 


————= 13 oe : , . 88 Clinton Road, Garden City, N. Y 
ait 20" fixed saw-tooth cutting edge that permits Please send free Pendaflex catalog to 
= the tape to be cut with a simple twist. It 


use with filament tape and other hard-to 





cut pressure-sensitive tapes. improves personnel rela- 


EYEGUIDE CONTRACTED 


Main feature of the new dispenser is a tions. 


Send for Samples 
and Prices Today 





EYEGUIDE EXTENDED 





is claimed that the new cutting edge will NAME __ ate 


last three times longer than the trigger 
FREE TRIAL OFFER Write, asking us to send you a 
RITE-LINE Copyholder with the understanding you may 


return it without charge within ten days, 
RITE-LINE CORP, 1025—15th Street, N. W. 
4 Washington 5, BD. G 
(Circle 450 for more information) (Circle 452 for more information) (Circle G8 for more tnieheation> 
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operated razor used on earlier dispensers. 


STREET —_ OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd., Chicago 7, Illinois 


Smaller, stronger and more compact than 





before, it features a special ratchet mechan- CITY 




















SIGNALS FOR BUSINESS 


PROJECTING 
SIGNALS 


METAL 
SIGNALS 


“visible” systems 


Cellugrat 


TRANSPARENT 
SIGNALS 





Exert new control over any type of 
office system with Graffco Signals. 
They never forget. Always there to 
stop, start, check, alert. 
Your office supply dealer 
will be glad to explain 
what they can do for your 
particular needs. 


GEORGE B. GRAFF CO. 
54 Washburn Avenue and Preemie 


Cambridge 40, Mass. Keep BUSINESS Under Conives 
(Circle 454 for more information) 
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MAKE YOUR RECORDS 
EASY to FILE... 


EASY to USE 


J 7 & with Centralized 
y) & Control 








Are papers hard to find when = you 


need them? Is there confusion—dupli 
cation? Are there disputes—alibis—lost 
time—trayed nerves? You can elimi 


nate all these soul-trying annoyances 
with files properly set up to fit your 
special requirements; strategically lo 
cated, some centralized, others not, but 
all under one person’s supervision from 
inception to destruction. Every year we 
ire showing more firms how their filing 
can be made to save time—space 
‘noney. Let us show you. For 30 years 
we have concentrated on simplitying 
files. WHO ELSE HAS? 

Write today for Free Record Trends No. 

7 which pulls records into focus for 

executives, 


RECORD CONTROLS, INC. 


209 So. LaSalle St., Chicago 4, Illinois 
Room 805, 516 Fifth Ave. « New York 36, N. 





. for Fine Paper 
at its Best! 


RISING PAPER CO. * HOUSATONIC, MASS. 





(Circle 455 for more information) (Circle 456 for more information) 








ism that permits the roll to move forward 


as the tape is used, facilitating handling. 
For more information, Circle number 
516 on the Reader Service Card. 


Table-top collator 
for small offices 


A fast-action, improved table-top collatot 
incorporates many refinements previously 
available only in larger floor models. Pages 
to be collated are stacked into bins and 
rubber-tipped “fingers” push the top sheets 
of each stack into the operator's hand. The 
assembled set of papers is quickly jogged 
and drops into a gathering tray directly 
below the unit. ‘The collating cycle is con 


trolled by a hand lever which can be 


located on either the right or left side of 


46 





fic control can be achieved through the 
proper placement of pencil sharpeners in 
an Office. In addition to reporting a group 
of case histories it provides a formula that 
any business can use to evaluate its own 
efficiency—or lack of it—in_ this respect. 

For a free copy of this booklet, Circle 


number 496 on the Reader Service Card. 


Thumb tack tool 
tacks, pulls and stores 

A unique, three-way thumb tack tool 
has one end magnetized to enable the 





the unit for the operator's convenience. 
For more information, Circle number 
515 on the Reader Service Card. 


New booklet describes how 
to reduce office traffic costs 
A recently published booklet does a 


good job in explaining how improved traf- 


user to insert tacks in 


different positions. 


It has a small claw that extracts thumb 
tacks and prevents them from falling, 
by sliding them into the handy container. 
The gadget costs only 49 cents. 

For more information, Circle number 


505 on the Reader Service Card. 
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Dictaphone Corp. 
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Imperial Desk Co. 
Agency: Keller-Crescent Co. 


International Business Machines Corp. 
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Jasper Chair Co. 
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ADVERTISING INDEX continued 


National Gypsum Co. 
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BUSINESS FORMS AND 
PRINTING SALESMAN 


Substantial drawing account . . . Present sal 


Time Carbon Sets . . . Checks... 


. . Inventory... 
to Industrial and Commercial Businesses. 


Sales Office and Phone Furnished 
WRITE SALES MANAGER 


Printers and Lithographers Since 1866 
Dayton 7, Ohio 


es 


force averages $10,000 per year. Exclusive ter- 


ritory . . established accounts, Every auto- 
mobile dealer is now a customer. Unlimited 
potential selling Accounting Forms . . . One 

Stationery 


. Envelopes. Complete Systems for Payroll 
Machine Accounting, etc., 


The REYNOLDS & REYNOLDS Co. 








SYSTEMS and 
PROCEDURES MAN 


Responsibility for execution of complex pro- 
cedures assignments in all phases of large 
Midwest paper manufacturing and convert- 
ing concern. Five or more years heavy sys- 
tems and procedures experience in large, 


training preferred. Age 30-40. Salary open 


Submit complete resume to: 


Placement Manager 


Menasha, Wisconsin 





multi-plant manufacturing operations re- 
quired, Accounting and/or engineering 


MARATHON CORPORATION 
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PLANNING AND LAYOUT 


To cuT rour 


OFFICE OVERHEAD 


Fall 1953 





CONTENTS 


Work Station and 
Work Center 


How to approach your 
problem 


How much space per person? 
How to subdivide your office 
How to locate departments 
How to minimize office traffic 
Air conditioning your offices 
Lighting your offices 

Light and color control 
Sound control in your office 
The executive suite 


The line executive’s private 


office 


Conference and board rooms 
Reception areas 


Questions and answers about 
planning consultants 


Record retention and storage 


Vaults vs. decentralized 
record storage 


Network dictating system 
In-office feeding 
Space savers 


Music and office efficiency 


a handbook for management 


on OFFICE PLANNING 





















































tegrated loffilcle 


iF YOU have been thinking about remodeling, moving, 


enlarging your offices, here’s a practical, down-to-earth guide 
that will save you hours of trial and error planning. Never before 
has so much basic information been compiled in a single 

volume edited specifically for top management. It tells you 
how much space to allot per person, how to locate departments 
for greatest efficiency, how to subdivide space without 

losing flexibility. Dozens of photographs and plans of actual offices 
guide your selection to the proper solution for your needs. 


To order, use the postage-paid reply card bound into this 


issue. 


We'll bill you later. 
ONLY $2.00. 
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exclusive figuring *automation makes MONROE 


the world’s finest fully automatic calculator! 


The Monre-Matic is the fully automatic calculator so responsive that anybody simply sets the problem. 
Then it answers swiftly and automatically, without chance of error. That's Monroe figuring automation 
in which the machine receives the problem and never stops or needs attention in giving its instantaneous 


answer! Monroe Calculating Machine Company, Inc., Orange, N. J. Sales and Service everywhere. 











MANAGEMENT MAGAZINES, INC. 
141 E. 44th St., New York 17, N. Y. 
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